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Welcome to Storage Commander

Welcome to Storage Commander, the most powerful and easiest-to-use self-storage management software
available. Our software was developed exclusively for the self-storage industry, Storage Commander was designed
using the latest Windows 32and 64bit graphical operating system architecture, and incorporates many features not
found in any other management program.

This manual will help you to quickly get started with Storage Commander. We strongly recommend that you start
with Section 1, Exploring Storage Commander. This section will give you an overview of all of the individual
functions, screens and parameters that affect the operations of Storage Commander.

Proceeding to Section 2, Using Storage Commander, will allow you to familiarize yourself with basic operations
such as: move-in, move-out, adjustments, transfers, payments, as well as other standard operations self storage
managers do on a day to day basis.

It is important to understand that even though these operations may be considered standard to all self storage
facilities, not all stores operate exactly the same. For instance, some stores may charge rent on the first of the
month, while others charge rent each month on the calendar day of the move-in (Anniversary date). Some stores
prorate unused rent at move-out and some will only allow prorated refunds if the customer gave notice within a
predetermined time frame. The list of operational differences used throughout the Self Storage industry is
extensive and, while Storage Commander can be configured to meet the operational requirements of your store, we
strongly recommend that you take the time to review Section 3, Installation & Setup, to verify that Storage
Commander is configured correctly for your facility.

We’re available to help you with any questions that you might have with using Storage Commander. Our software
comes with 60 days free technical support that is available from 7:00am to 5:00pm Monday through Friday Pacific
standard Time. We also offer additional support at reasonable rates after the initial 60 days have expired.

If you have any ideas on how to improve Storage Commander, please call us. We are always happy to discuss new
features with our customers.

Thank you,

Empower Software Technologies Inc.
41695 Date St., Suite A
Murrieta, CA 92562

SaleS...cccvviiiiiiie (877)-672-6257
e-mail.....cc.ccoveeeiinnnnnnn. sales@storagecommander.com
Technical Support........ (951)-301-1187
e-mail.......occoieeienniis support@storagecommander.com
FAX oot (951)-600-8412

Web Site......ccoveeeinnenn. www.storagecommander.com



Terms and Conditions of Agreement

These terms and conditions cannot be modified except in writing signed by an authorized Officer of Empower
Software Technologies Inc. (Empower).

WARRANTIES

A) Installation of this product implies full and complete acceptance of the software. Empower Software
Technologies agrees to correct software defects that cause the software to fail to conform to Empower Software
Technologies specifications, provided that the customer has notified Empower Software Technologies of any
such defects and, upon inspection, Empower Software Technologies has found the software to be non-
conforming.

B) No warranty extended by Empower Software Technologies shall apply to any product that has been modified
or altered by a person other than Empower Software Technologies authorized personnel. Nor will any warranties
be extended to any product that becomes defective due to misuse neglect, or improper installation.

C) Empower Software Technologies liability under warranty shall be limited solely to the costs of any necessary
repairs to, replacement of, or refunds of the buyer’s purchase price for hardware options that were purchased
with the product, within (30) thirty days of the ship date of the product, and Empower Software Technologies
assumes no risk of, and shall not in any case be liable for any damages arising from the use of this product,
breach of warranty or contract.

D) All products sold by Empower Software Technologies hereunder shall be deemed acceptable by buyer unless
buyer notifies Empower in writing within fourteen days of delivery date that such products are damaged,
defective, or cannot be made operational.

E) The express warranties set forth in this agreement are in lieu of all other warranties, express or implied,
including, without limitation, any warranties of merchantability or fitness for particular purpose.

LIMITATION OF LIABILITY

Empower Software Technologies sole liability, if any, is limited to the replacement costs of the hardware
options sold in this transaction. In no event shall Empower be liable for any loss of use, revenue, profit or for
any direct, indirect or consequential damages arising out of, in connection with, or resulting from the use or sale
of the products sold by Empower Software Technologies.

ATTORNEY’S FEES

The parties stipulate and agree that in any action or proceeding brought to enforce this agreement, or any of its
terms, the prevailing party in action or proceeding shall be entitled to reasonable attorney’s fees and costs
incurred in connection with the action or proceeding, in addition to any and all other relief to which the
prevailing party may be entitled.

ARBITRATION

Any controversy or claim arising out of or relating to this agreement, or breach of this Agreement, shall be
settled by arbitration in accordance with the Commercial Arbitration Rules of the American Arbitration
Association, and judgment on the award rendered by The arbitrator may be entered in any court having
jurisdiction.

CONTROLLING LAW

The entire transaction contemplated hereunder shall be governed by the laws of the State of California without
regard to its conflict-of-law rules.

ENTIRE AGREEMENT
The acknowledgement contains all of the terms and conditions with respect to the sale and purchase of the

products sold hereunder and there are no representations or warranties, express or implied, affecting this
instrument that are not expressly set forth herein.



> License Agreement

SOFTWARE LICENSE

This 1s a legal agreement between you (either an individual or an entity) the end
user, and Empower Software Technologies Inc. If you do not agree to the terms of
this Agreement, promptly return the disk(s) and accompanying items (including all
documentation) to Empower Software Technologies.

GRANT OF LICENSE

This Empower Software Technologies License Agreement ("License") permits you to
use one copy of the software as specified in the invoice on a single computer at
the site specified in the invoice. If you have multiple Licenses for the software,
then at any time you may have as many copies of the SOFTWARE in use as you have
Licenses. The SOFTWARE is "in wuse" on a computer when it 1is loaded into the
temporary memory (i.e., RAM) or installed into the permanent memory (e.g., hard
disk or any other storage device) of that computer.

COPYRIGHT

The SOFTWARE is owned by Empower Software Technologies Inc. and is protected by
United States copyright laws. Therefore you must treat the SOFTWARE like any other
copyrighted material (e.g., a book or musical recording).

Instructional materials accompanying the SOFTWARE may not be copied without prior
written approval of Empower Software Technologies Inc..

OTHER RESTRICTIONS

This Empower Software Technologies License Agreement is your proof of license to
exercise the rights granted herein and must be retained by you.

Renting, leasing, reselling or redistribution of the SOFTWARE in any form, 1is
expressly forbidden.
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Facility Operations Module

The Storage Commander facility management system is comprised of two separate modules, the Storage
Commander Facility module, used by the on-site facility management team, and the Storage Commander
Configurations module, used by corporate and district management to configure and or modify the operational
configuration of the Storage Commander facility module. To learn more about using the Storage Commander
Configuration Manager module, please refer to the Storage Commander Configurations Manager manual.

Site Map

The Site Map is a feature rich and extremely powerful feature of the Storage Commander V5 program. Read
through this section to gain imported information on how to use this feature.
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Click the Site Map Tab to access the facility map.
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Notice that the Colors in the map correspond to the Colors on the Legend Bar
bottom of the site map screen. The features associated with the legend bar are explained later in

this manual.

located at the

The Zoom Bar at the bottom of the map can be moved left and right to Zoom in and out of the map

The Scroll Bars on the Left Side and bottom of the Screen give you the option of scrolling around

on the screen.

If you hover the mouse over a unit, it will display the following0

Customer Name
Unit Number
Paid Thru Date
Next Bill Date
Unit Rental Rate
Phone Number
Move In Date
Late Status
Days Late

Last Rate Change
Unit Balance
Unit Size
Access Code

ID Picture

Customer:

Susans Deli

Unit: Status:

1 Interruption of Se
Paid Thru: Days Late:
2/20/2014 27

Next Bill: Last Rate Change:
3/21/2014

Rate: Balance:
$45.00 $95.00
Phone: Size:
(910) 737-7802 J(5X5

Move-In Date: Access Code:
1/21/2014

Double clicking a Rented unit on the map will launch the payment screen.
Double clicking an Available unit on the map launches the Move-In screen.
Right clicking on a Rented unit will open a menu box allowing you to open the customers details

screen or process a payment on the unit.
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Tool Bar & Pull Down Menus

= 2w @ = B § B @ 75 =2 24 B W #H o

Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts

Tool Bar

The Tool Bar allows access (depending on security settings) to all standard functions available in the Storage
Commander V5 program. To access a particular function, click on the icon associated with the function to initiate
the process

Pull Down Menus

File | Activities | View Help

i @ Payment = ‘I, gs b = - "
i Tl psfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts
Sli Move Out I i g
Cu 88 Transfer t Software

I Adjustment

% Returned Check(NSF)

| L ¥ Charge An Account Standard Storage
- #2 Manage Auctions

|32 Schedule Move-Out

o
U
N
ul
S

Merchandise 3

13 Rate Change

5 56|58 |60 |62 88 66 | 68|70|72 |74 |75
113 |51(53 (55|57 |59 6l 63 |65 |67 |69 |71 |8

Setup Existing Contract
Reset Gate Interface

= Generate Documents

[10x10 80 | 90

{239) 643-2133

Using the pull down menus is another way to access the various features found in Storage Commander. Depending
on the security access level of the user virtually all of the functions contained in the program can be accessed
through the drop down menu system. To use the pull down menus system, click on any one of the four main menu
selections File, Activities, View & Help and select from any of the sub titles contained in the pull down list.

Legend Bar

Available Rented Unavailable Company LECUEVE Total Units Auction Deny Access Past Due Dirty damage |
99 55 0 0 0 154 4 | 3 10 ) . ;

The legend bar provides valuable information as to the status of
both general and occupied unit status. The left side of the legend
bar displays 5 buttons giving a count of Available, Rented,

Unavailable, Company and Reserved units, while the right side of —_ —
the legend bar displays 6 buttons listing units/customers that are in a AL O3 ST s ‘E"f""':!‘
late status as well as units that require special attention. Click on GEORGE AR 008 817 1224 !“’f“"f'
the appropriate button in the legend bar to open a list showing the GERALDCORTEZ ___(419) 0327124 )
units that require special attention (Dirty / Damaged) or to see what R -y R ',,!,
customers are in late steps that require special attention or S

customers who have not paid their rent yet (Past Due), but are not in a
late step.
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Quickview window

Click the Quick View Tab to access the Quick

View window

The Quick View feature provides a view of critical customer accounts, unit action items and daily receipt totals.

E Storage Commandar

File Activities View Help

™ Tu @ S L C |

MoveIn Move Qut Payment NSF Check Transfer Adjustments Reservation End Of Day

= 4

T ® #H o

Documents Auctions Rate Change Merchandise Calendar Contacts

Current Facility: [Empower Software .
Quick View | Customers / Units | Charts / Gauges | Calendar | New Inquiry |
Reser To-Do List
~ ! Dirty Count:6 |
Move In| Cancel (Unit 143 needs to be inspected.
(Unit 176 needs to be inspected. /l Change Multiple Units 1 =
Unit 61 needs to be inspected. J
Unit 85 needs to be inspected. L9
Unit 97 needs to be inspected. )
(Unit 99 needs to be inspecs?” )
~) Change Overlock [change Muitple Unis.. Count: 21
Unit 121 needs overlock to ] )
Unit 4 needs overlock to be added. )
Unit 54 needs overlock to be added. ) |
moe———o oo 8
® Sort By Unit _ By PT Date
Late or Past Due Contracts Contacts List
HATTIE BRODE (209) 7512339 PT5/10/2014 59) 82516000 Unita - [_ = T -
THELMA CAMPEELL (617) 253.2506 PT6/28/2014 9) 8ai:$55.00 Units BURTON:DORIS (712764 9137 Ske: Follow Up: 31172014 Cal )
WITTIE P, BERTHIAUME (318) 482-3504 PT:6/4/2014 (34) 82516000 unit14 [0Avis, caroL (501) 959-5905 = Fallow-Ug: 3/23/2014 Call
DEBRA CAMPEELL (401) 626-2285 PTi6/28/2014 (10) Bai:566.95 unitz1
SO VIV A0- 15T g GBS0 Units3 (Dias, DAVID (408) 683-3067 Size: Follow-Up: 3/11/2014 Cal|
GEORGEBARNS (508) 817-1324 PT:4/26/2014 (71) Ba:5313.00 units4 =
SILVIA J. AGUIRRE (874) 7474848 PT6/26/2014 (12) 82110685 Uniteo (DOMINGUEZ. PrISCILLA (508) 901-9978 Size: Follow-Up: 3/13/2014 Cal|
(GERALD CORTEZ 419) 0327124 PT4/28/2014 (71) 821:6360.85 Unit3
CHERYL MAY (603) 4664873 PT5/17/2014 (52) Bai:5232.00 Units# [nowsm, JONATHAN (917) 525-5081 Size: Follow-Up: 3/11/2014 Cal|
BRADLEY 502K (2037205788 : 83158100 neT2
FRANCISCA KAHN 770 6715018 PT:6/29/2014 (3) Bal:591.00 unit7s [nowuNG. FABIAN (336) 459-1599 Size: Follow-Up: 3/11/2014 Cal|
JEFFERSON THOMIAS (177) 622-3007 P1:5/372014 (61) 521525000 Unitas
[Duwm‘y, Dave (565) 666-6362 Size: Follow-Up: 3/10/2014 Cal|
Sivia Aquirre (951) 1254567 PTi5/23/2014 (40) 82531190 unita7
JANEL BARRETT (228) 672-1140 PT:6/26/2014 (1 Bal:$13695 Urit20 [Euns. ERICKA J. (999) 393-0394 Size: Follow-Up: 3/10/2014 Cal ||
BRIAN BETTS {976 970-3613 PT6/4/2014 (34) 825151,00 Unit12s - | Ewory. ospen (EBLEHED S Folow-Up: Y13/2014 Call| -
cheduled Move-Outs. Today's Receipts
Fee §12695|Cash $183.90]
ha MITTEE P. BERTHIAUME 318) 482-3504 7/31/2014 5X5 Cancel
[ 0 Rent $300.00| Crecit Card $263.90
67 CHRISTOPHER BROWNING (609) 236-1811 7/31/2014 10x10 Tnsurance 52085
Total: $447.80 Total: $447.80

Available Rented | Unavailable BRI Reserved RESSITATS
95 57 0 [ 2 154
e E—

Auction Deny Access || Past Due Dirty Damaged
= t - . =
—

The Reservation section of Quick View shows the units that are currently reserved at your facility, along with the

Planned Move-In Date.

The Reservation section of the Quick View
screen lists all active reservations. From this
list you can Move-In or cancel a Reservation

The Contacts List displays a list of all open
prospects, who have contacted the facility
and expressed an interest in renting a space.
Double clicking on a prospect opens up the
Contacts section and allows you to manage
the follow-up process.

Reservations

/
Convert a reservation to a Move IN or
CANCEL an active reservation

Contacts List |
(Etsworth, Judy Size: 10X 10 Follow-Up: 1/22/2013 |
(Loudtalloer. Richard Size: 5 X 10 Follow-Up: 1/31/2013 ]
[hiftshank, Roger Size: RV Parking Follow-Up: Call
(Snowflake, Romona Size: 10X 20 Follow-Up: Call

Storage Commander V5 Facility Management Manual

Page 3



The Late or Past Due Contract section shows you the delinquent units at your facility. If you want more
information on a specific contract, double click on the name to launch the Contract Details screen. Note that the
colors correspond to the colors in the legend bar at the bottom of the screen. Just for reference here is what each

color means.
Pink — Auction Status

Red — Overlocked: Customers who have entered
into a late status that requires their storage unit to be
over locked.

Brown — Past Due (Not in a Late Status).

Yellow — Deny Gate Access: Customers gate codes
will not open the gate while in this late step.

The Scheduled Move-Outs screen shows all of the
Scheduled Move-Outs at your facility.

Click on an item in this list to edit or view the
details of the scheduled move-out.

Click on the Cancel button to remove the customer
from a scheduled move-out.

The To-Do List shows you dirty units and units that
need an over lock add or removed.

To clear a unit from a dirty status follow the
instructions below:
Double click the unit

A dialog box will appear and ask you if the unit is
clean. Click Yes to mark the Unit as Clean, and
remove the unit from the list

To Change the Overlock status of a unit through the
To Do List click on the Change Multiple Units
button to select the units(s).

The Today’s Receipt section displays all payment
Transactions for the current day.

Late or Past Due Contracts

ERICKA EUAS (999) 393-9394 PT:5/05/11 Bal:$60.00 PastDue
JIM FORRESTER (932) 948-5858 PT:4/22/11 Bal:$100.00 DenyGateAccess
Dave Downey (565) 666-6562 PT:4/12/11 Bal:$300.00 QualifyForAuction
TONI FERRITI (999) 090-9076 PT:4/21/11 Bal:$80.00 DenyGateAccess
Julie Smith (909) 838-3882 PT:4/01/11 Bal:$230.00 QualifyForAuction
JAMES GARCIA (859) 399-9294 PT:4/09/11 Bal:$230.00 QualifyForAuction
Sam Johnson (123) 123-1231 PT:3/27/11 Bal:$129.00 DenyGateAccess

Total: $157.50

Scheduled Move-Outs
a0 ERICKA ELIAS (999) 393-9394 5/26/11 (Cancel
1C2S ANNIE ARCHER (848) 488-8484 6/21/11 fCancell
Ta-Do List
~  Dirty Count: 1
(Unit A8 needs to be inspected. )
#  Change Overlock Count: 1
(Unit C24 needs overlock to be added. )
, Change Lock Status l =1 E'J.__J&‘
~ ¥ Add Overlock Count:5 *
131 JANNET CROOKER. Overlocked
V4 HATTIE BRODE QualifyForAuction
¥ 54 GEORGE BARNS QualifyForAuction
¥l 64 CHERYL MAY QualifyForAuction |z |
[¥] 97 BRIAN PORTER QualifyForAuction
~ [[] Remove Overlock Count: 15
[£] 001 Susans Deli Current
[¥] 110 B & H Auto Parts Current
[ 122 WILLIAM CASHION Current
¥ 129 JACOB CAMACHO Current
[¥] 140 VICTORA COTTON Current
[¥] 145 Desoto Used Stuff Current
| [F] 183 Shay M. Burton o Current  ~
‘ Update Close
o g
[Today's Receipts . i
Rent $112.50| Cash $157.50,
Fee $45.00

Totat: $157.50

Page 4
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Customer / Units Working Window

The Customer / Units Working Window is split into two columns, Rental Units & Contracts (Customers).

File Actvities View Help Usen: Tom Senith

> 3w @ = dd 2 B @ 5 = A4 0 m i o

Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Cf Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts

Current Facility: Empower Storage
Site Map I Quick View | Customers / Units | Charts / Gauges | Calendar | New Inquiry

Rental Units (T Sare Contracts Ofimied Towmiritivn Cnects Cle
Cll  Swe0x20 Typesioragelne | < Filter Units |Scott Goodmen
Floor: Mas Vehiclestic | Type
Available  Condition{ii]  Base Rates320000 | o
c12 Size:10 X 20 Type:Sisragalnit . E Condition
Floon: Has Vehicle:'io | * 2. |
Available Condition:eacy  Base Rates20000 | |Bill Simple
Cci13 Sizes10 X 20 TypeiStoragelnit | 7 Sze
— Mt E [10X20 | Harry Sneedly AS
Available ConditionsRescy  Base Rates$ 200,00 P siates
c14 Size:10 X 20 Type:SterageUnit ‘ . | Sandy Snolkermister
Floon _Has Vehiclertio E | —
Available  Cooditions Base Rate520000 | Attributes [
C15  Swe0X20 Typessioragent | g Cimate Controlled | |
Floor: M Vehiclesis | . ‘ Drive Up Access | Big Stuff
Conditions3eacy  Base Rates$200.00 | it} Handicap Accessible| |
Cl16  Sue:0X20 TypesstorageUnt | . g |l RV Parking | Tom Smith B12
Floon Has Vehicletic | R Utility Services ‘ Ready
Available  Condition: ConstructiBase Rates$200.00 — A |Nancy Smith B20
c17 Size:10 X 20 TypeiStorageUnit | | Mary Lou 821 Ready
Flooe: Has VehiclsNe | ‘ ‘ [ Hovnaday
. ConditionsReacy  Base RatesS20000 | - |Roger Ramjet
ol [ Rl et il
76 0 91 2 | 2 . 0
A ——

Rental Units column

From the Customer/Units screen you can move customers into available units and make payments on existing

customers.

The Rental Units column can be sorted by Type, Condition, Size, Status or Attributes. To set the sort criteria
select how you would like the list sorted by clicking on the appropriate sort selection in the Filter Units selection

panel.

Unit Type, Size & Attributes are created in the Storage Commander V5 Configuration Manager progam

Floor:

Condition:Ready  Base Rate:$125.00

Has Vehicle:No

ERER

Rental Units m Search: — To dlsplay a Specific Unit,
RiE | Gwithis. | Twecoein | Fitter units enter the unit number here
Floor: Has Vehicle:No M “ ¥ Type —
, Condition:Reacy  Base Rate:$125.00 =SE— [StorageUnit 'I
Al9 Size:10 X 10 Type:StorageUnit . [E] Condition
Floor: Has Vehicle:No E "
Condition:Ready  Base Rate:$125.00 S—
|A20  sizet0x10 TypestorageUnt | s e MSze Control how Ijenta|
Floor: Has Vehicle:Nlo ‘!' ‘| (10x10 = spaces are displayed
! < Base Rate:$125.00 — [ Status by selecting specific
AZE S It ;' E ‘\ Hs filter parameters in
» e Base Rate:$125.00 R Attributes the Filter Units
A22 Size:10 X 10 Type:StorageUnit e [¥] Climate Controlled Select|on panel
Floor: Has Vehicle:No ‘E " [¥] Drive Up Access
[  Condition:R=ady Base Rate:3125.00 et [¥] Handicap Accessible
A23 Size:10 X 10 Type:Storagelnit [] RV Parking
Floor: Has Vehicle:No m " [] Utility Services
A Condition:Ready  Base Rate:$125.00 S —_—
A24 Size:10 X 10 Type:StorageUnit

Storage Commander V5 Facility Management Manual
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Contracts (Customers) column

The Contacts column of the Customer/Units screen allows access to account information for both Active customers
and Inactive (moved out) customers. In addition you can also process payments, charge a fee, make account
adjustments, reverse payments, transfer to another unit, or move the customer out, from this screen.

Managing a customer account through this screen is accomplished using the Right or Left mouse buttons. A
detailed description of the functions of the Right & Left mouse buttons is described below:

Contracts ot V| Show Inactive Searcie
Ready =
j B 1 BEARTWELL 30 QualifyForAuction E
Inactive (Moved Out) 51 =
customers Ready =]
RANDY JOHNSON 52 BeryGoitAtcess =
Ready ==
HAROLD BRAY 53 DenyGateAccess —
Ready =
GEORGE BARNS 54 QualifyForAuction l—'
| = =
Ready
JEREMY ANTONIO 57 Deraaiehrces E
Ready —
MAUD MONTGOMERY 58 DenyGateAccess
Ready =
SILVIA J. AGUIRRE 60 DenyGateAccess l”:
LINDA COTTRELL 61 Soay E
urrent ==
Ready =
GERALD CORTEZ 63 iuaﬁiForAudion -L

Selecting Inactive (Moved Out) Customers

To select customer who have moved out of the facility click on the Show Inactive selection box to add customers
who have been moved out to be added to the list. These customers will be identified by a line drown through their
name.

Changing a customer account using the Right Mouse Button
Clicking on a customer name with the right mouse button opens a window containing the most common customer
management functions. From here you can:

i Move Out
@l Payment
28 Transfer
ﬂ; Adjustment

X3

*

Move a customer out

Process a Payment

Transfer the customer to another unit
make an Adjustment to the account
Charge a fee to the customers account.

0,
o

0,
o

0,
o

®,
o

i Charge AFee
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Changing a customer account by double clicking using the Left Mouse Button
This will open the Customer Detail window, allowing you to modify the customers contact information, enter
notes, alerts or comments to the account, open the customer ledger to view transaction history,

or open the Activities window where you can; Add additional units to the customer, Vacate a unit, Transfer to
another unit, Make an Adjustment, Reserve a unit, or make a Payment.

Click on a button
tap to open a data
entry screen -
associated with the
selected item

E8l Contract Details - BARRETT, JANEL

=5

. Facility: Empower Software

Customer Name: JANEL BARRETT

Unit:90

P> Contract
Unit Info

Customer

| Alternate Contacts |
Photos

|  Fingerprints |
Authorized Access |

_ Contract Details

Move In:  2/25/2014

Balance: §126.95

Next Charge: 5/25/2014

-

Move Out:

Paid Through: 4/24/2014

Days Late: 6
Auction Date:

Delinquency Status: PastDue Deposit Balance: $0.00
Employer ‘
R RTE Overlocked: | NotOverlocked | Access Code: 5453453
| Ledger/History } Late Step: Deny Access: No
| Activities
z T Rate: §120.00 Time Zone: 1 o
Z 1 Settings..|
Pay On Day: 25  [Upda=.| Lease Number: 45345 Keypad Zone:
Billing Plan: | Storage & RV v]
Auto Payment: | None -
Burglary (§1,000 @ 50%) swurc2/24/2014 Ena: $6.95
Recurring Items: | Senior Discount Swarcd/30/2014 End 10.00 %] Settings..
Market Adjustment 5wrt5/31/2014 End: $3.00
Rate Changes:
Next Finish

The Activities button allows additional transactions to be processed to the selected customer. From this screen you

can quickly get to transactions that are commonly used on a day to day basis

P
Contract Details - BARRETT, JANEL o5 S
Facility: Empower Software Customer Name: JANEL BARRETT Unit:90
r e
Contract
. Activities For This Account
|  UnitInfo ‘
| Customer - \
| Alternate Contacts | #l Add A Unit
| Photos
|  Fingerprints ouT] Vacate
;—9?'—‘ ve'ad Ths Unit
| Authorized Access
|  Employer Transfer To
| Notes/Comments Ancther Unit
| Ledger/History | e S~
P Activities whlw Agjustment /
!.| Reserve
= Another Unit
‘ Make A
Payment
g Charge
This Account /
Previous ‘ Finish

Click on the button
associated with the

desired function

Storage Commander V5 Facility Management Manual
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Making a Payment

[ e |

2 @ F & 2 2 @ 8 = 2 0 W & O

Move In Movej pa),ment F Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts

Payments can be processed in several different ways depending on user preference. Regardless of the payment
method you use to identify the customer, the actual payment process remains the same.

The Storage Commander payment function supports Cash, Check, Credit Card & Debit Card payments. Payments
can be posted to an account to pay for past due balances, as a pre-pay credit or as a partial payment. Billing plans
can be configured to allow rent payments by the Week, Month, Quarterly, Simi-Annual or Annual. Refer to the
Configuration manual for information on how to setup a billing plan.

There are five (5) ways to process a payment on a customer account. You can chose from any of the 5 methods that
you feel most comfortable with. All 5 methods work the same way and will deliver the same result.

We will start by showing you the location and how to start the payment process for each of the six payment
methods.

Payment Methods
Using the Activities pull down menu:

Click on the Activities pull down menu item located at the top of the Storage Commander main screen and
select Payment from the list.

File | Activities | View Help :
e P 1 = E
= ayment u i &= e P 1@ Fia HiR 22 X
Moy %« Moveln Payment Window ol e |
Cu1‘ . Move Out Facility: Empower Software Customer Name: Unit:
=" 28 Transfer Contracts ‘ Merchandise l Payment Options I Accept Payment
Site | = ——
| I Adjustment Search For:
| =
’? ) (@ Retuimed Gheck(NEE) Search In: [¥] unit Number [¥] Customer Name [¥] Phone
I{ if  Charge An Account
Su Name Unit Phone Status Move-In 2]
U #& Manage Auctions Susans Deli 1 ©10)737-7202 |[NENEEEEE 3722014
1| Schedule Move-Out HATTIE BRODE 4 (2097512330 |[NENEENE  3/12/2014 =
Pa| Menraas s THELMA CAMPBELL 6 (617) 253-2506  Current 3/31/2014 |
4 Young's Fresh Fish 9 (903) 850-2279  Current 4/11/2014
N (% Bate Change CARMEN BURTON 10 ©12)242-0237 |[EEEEEE  3/12/2014
5/, Setup Existing Contract TAYLOR DARLING 13 (913)728-8736  Current 4/13/2014
Ral Ricot Gate Tntistace MITTIE P. BERTHIAUME 14 (318)482-3504  Current 3/6/2014
s4 DEBRA CAMPBELL 21 (401) 628-2285  PastDue 3/30/2014
Generate Documents
Ph ANNA COLLIER 2 (925)234-8671  Current 4/11/2014
(910) 737-7802 )(5X5 BRANDI BEARTWELL 30 (337)977-3961  QualifyForAuct 3/1/2014
Movetn Date: A ce=Cane RANDY JOHNSON 52 (239) 643-2133  PastDue 3/29/2014
3/2/2014 HAROLD BRAY 53 (765)492-9157  DenyGateAcce 3/4/2014
GEORGE BARNS 54 (508) 817-1324  QualifyForAuct 2/27/2014
JEREMY ANTONIO 57 (507) 414-2063  PastDue 2/27/2014
Next ‘

A customer can be located by searching through the customer list box, or by placing a check mark in the unit
Number, Customer Name 0Or Phone and entering the associated search information in the Search For field.

Page 8 Storage Commander V5 Facility Management Manual



Using the Toolbar payment icon

Click on the Payment icon in the Toolbar and select the customer from the Contacts list.

A customer can be located by searching through the customer list box, or by placing a check mark in the unit
Number, Customer Name Or Phone and entering the associated search information in the Search For field.

File Activities View Help
Payment G T End C
-
litye || B Payment wi o=
Current Facility: || B Peyment Window
Site Map | Quick View | Custof | Facilty:Empower Software Customer Name: Unit:
Contracts | Merchandise | Payment Options | Accept Payment
Customer: Search For:
Susans Deli Search In: [¥] Unit Number [¥] Customer Name [¥] Phone
1 Susans Deli 1 (010)737-7802 [NENEENE  3/2/2014 rge
HATTIE BRODE 4 (209)751-2330 |[ENEENE  3/12/2014 =
THELMA CAMPBELL 6 (617) 253-2506  Current 3/31/2014
Young’s Fresh Fish 9 (903) 850-2279  Current 4/11/2014 = - ;
CARMEN BURTON 10 (812)248-0227 |[NENENNE = 3/12/2014 B|70|72|74
TAYLOR DARLING 13 (913)728-8736  Current 4/13/2014
MITTIE P. BERTHIAUME 14 (318)482-3504  Current 3/6/2014 V[69(71(73
DEBRA CAMPBELL 21 (401) 628-2285  PastDue 3/30/2014
ANNA COLLIER 22 (925) 234-8671  Current 4/11/2014
BRANDI BEARTWELL 30 (337)977-3961  QualifyForAuct 3/1/2014
RANDY JOHNSON 52 (239) 643-2133  PastDue 3/29/2014
HAROLD BRAY 53 (765)492-9157  DenyGateAcce 3/4/2014
GEORGE BARNS 54 (508) 817-1324  QualifyForAuct 2/27/2014
JEREMY ANTONIO 57 (507)414-2063  PastDue 2/27/2014
“l e
A F [ oSN TS

Using the Quick View screen

The Quick View screen will list all customers who are in a late status. To make a payment on a customer through
this screen, double click on the customer name to open the Contract Details screen. From the Contract Details
screen click on the Activities button, now click on the Make A Payment button.

Storage Commander EM

File Activities View Help User: Tom Smith

e S B R @A 1B W B OO

Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts

Current Facility: | Empower Software z
N[ site Map | Quick View | Customers / Units | Charts / Gauges | Calendar | New Inquiry |

Refresh] (print |

Reservations To-Do List

A Dirty Count:5_~
8 Contract Details - MONTGOMERY, MAUD [EREIR)

Facility: Empower Softwasgtomer Name: MAUD MONTGOMERY Unit:58

Contract
OT‘ = Activities For This A it
Unit Info
Customer
Alternate Contacts :L.m Add A Unit k.
Late or Past Due Contracts Sort By Unit © By PTDate (] P"’°‘°S | - :
DEBRA CAMPBELL (401) 628-2285 PT4/29/2014(3)  Bal369.95 Unit21 - Fingerprints Wy Rl .
AUD MONTGOM )5)840-0222  PTA/232014(3)  Bai$90.00  Units8 || Authorized Access =
RANDY JOHNSON (239) 643-2133 PTA/28/2014(4)  Bal:396.95 Unit:52 | | e R I
LEANNA ADAMEK PT4/26/2014 (6)  Bal$96.95 Unit:63 I fucmeover BE Wirjeri A
JEREMY ANTONIO PTA/26/2014 (6)  Balk§96.95 Unit:s7 —|{[__Notes/Comments | I
PHILL D. CONNER PTA/26/2014(6)  Bal:$126.95 Unit:93 Ledger/History —
SILVIA J. AGUIRRE PT:4/24/2014 (8) Bal:$96.95 Unit:60 I > Activities "I; Adjustment |
JANEL BARRETT PTA/24/2014(8)  Bal:$12695 Unit:90 it

PT:4/24/2014 Bal:$241.95 Unit:113
!m Reserve
Ancther Unit

‘ Make A
Payment

9 Charge
This Account

/

-

led Move-Outs

13 TAYLOR DARLING ©13)XQ8-8736  5/17/2014  5X5

Double click on the customer
name and select Activities /
Make A Payment

Storage Commander V5 Facility Management Manual Page 9



Using the Customers / Units screen

The Customers / Units screen is split into two sections Rental Units and Contracts (Customers). A payment can be
initiated by either double clicking on an occupied unit under the Rental Units column, which will open the
Payments Options screen, or by double clicking on a customer under the Contracts column, which will open the
Contract Details screen, click on the Activities button followed by the Make A Payment button to open the
Payment Options Screen.

e Actter Vaw e e Yo

24N NS T oA N SH O

Current Facility: Empower Software B=0
Site Map. | Quick View | Customers / Units | Charts/ Gauges. | Catancar | New ingusy
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gai :i =[ zn:ns“:i zi :n:

i1

CEAAEERAEGEGEE
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=
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Using the Site Map.

To use the site map for processing a rent payment, locate the customers unit on the site map and double click on it
to bring up the Payment Options screen
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[ —r—— Contome Nome: HERTL MAY == Recrea |
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|
. | P
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92 o003
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=_ [l o
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88 98 et 5
s — | 8
0% — |
5 o
S ; = sidsa
5> Y ] [
- —— T —

e - L e
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Paying on an Inactive (Moved Out) Customer
To enter a payment on a customer who has moved out of the facility, click on the Customer / Units tab, select Show
Inactive and locate the customer in the contacts list (inactive customers can be identified by a line through their
name). Inactive customers will be sorted in this list by the unit number they occupied prior to being moved out.
Click on the customer name to open Contract Details and select the Activities button. If the customer was moved out
with a balance due there will be a button Make A Payment available in the Activities For This Account screen, click

on the Make A Payment button to process the payment.

Contracts @ V| Show Inactive Search:
Ready ':
DEBRA CAMPBELL 21
Inactive (Moved Out) R e —
customers R (EELAT = — E
Ready —
BRANDI BEARTWELL 80 QualifyForAuction '_
N -
‘*red—Freelaneer 51 I—
\ Justin Simpson 51 [le:tnt ':
RANDY JOHNSON 52 =
MARAI D COAY £2 Ready =
Contract Details - JOHNSON, RANDY = | B )
Facility: Empower Software Customer Name: RANDY JOHNSON Unit:52
ﬁ;/ Contract Details
Single click on the customer name to | e e s TR

open the Contacts Detail window.
Click on the Activities button to
proceed to the next screen

Photos
Fingerprints

Alternate Contacts

Balance: $106.95

Next Charge: 8/11/2014

Authorized Access

Delinquency Status: DenyGateAccess

Paid Through: 7/10/2014

Days Late: 10
Auction Date:

Deposit Balance: £0.00

Recurring Items:

Employer
Notes/Comments Overlocked: | NotOverlacked ¥ | Access Code:
N __Ledger/History Late Step: Step 1 - Late Deny Access: Yes
‘t Activities
Rate: $90.00 Time Zone: 1
Pay On Day: 11 Lease Number: 5676 Keypad Zone: 1
Billing Plan:
Auto Payment: one
Burglary ($1,000 @ 50%) Sar6/11/2014 iz 56.95

Rate Changes:

Next |

Access
Settings...

Finish

Click on the Make A Payment
button to proceed to the payment \
screen

Contract Details - JOHNSON, RANDY

Facility: Empower Software
Contract
Unit Info

Activities For This Account

Customer

Alternate Contacts
Photos
Fingerprints

Authorized Access

Ledger/Histery
P Activities

i

Previous |

f Make An
=l Adjustment

f cChage ‘

Reserve
Anather Unit

Customer Name: RANDY JOHNSON

by Adaa uni

Make A
Payment

This Account

Unit:52

Finish

Storage Commander V5 Facility Management Manual
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Payment Options

After the customer has been selected the Payment Options screen is opened, from here you can set the number of
payments that will be processed against the customer account. You can also apply additional Fees, add Discounts,
add charges for Services, or attach additional Deposits to the account.

To add additional Fees,
Discounts, Services or
Deposits to this payment,
click on the appropriate tab
and select the item from the
list. Once selected it will
appear in the Applied To
Contract box. Items in the
Applied To Contract box will
not be added to the
payment until you click on
the Calculate button

The Current transaction
section will show any new
items being added to this
payment.

The Past Due section will
show al charges that have
already been posted to this
account

The Summary section will
show the total dollars being
applied to all income
categories.

Payment: Scott Mendez - A8

o5

Facility: Empower Storage Customer Name: Scott Mendez

; Contracts I Merchandiser‘ Payment Options 1 Accept Payment

Unit:A8

3
7 | Calculate y

Number Of Payments: 1

Current Paid Through: 9/30/2012

Billing Plan: Monthly Fixed

Fees|Discounts||Services| Deposits| Applied T Contract

Projected Paid Through Date: 12/1/2012

K

=

— Mailed Invoice Fee $1.00| Delete‘ | —
$25 Referral Coupon $25.00(Add] “ ——
— $25 Referral Coupon $25.00| Delete
3rd Month Free 100.00 % |Add| = —=
Military Discount 5.00 %|Add
~ \Ll Sl |
-Current Transactions = —
$25 Referral Coupon . $25.!
Mailed Invoice Fee | Waive Fee <€ $1.00
Monthly Fixed: 11/1/2012 $85.00
Mailed Invoice Fee | Waive Fee $1.00
Total: $62.00
=Bast Due - =
10/1/2012 Monthly Fixed: 10/1/2012 $85.00
10/5/2012 Late Fee | Waive Fee $10.00
\ Total: $95.00
S;:mmary - All Contracts T '
Rent Due: $170.00 Merchandise: $0.00 |
Discounts: ($25.00) Insurance: $0.00
Fees Due: §12.00 Taxes Due: $0.00
Deposit Due: $0.00 Total Due: $157.00
‘ Previous ‘ ‘ Next <«

Multi-Unit Payment
Selecting multiple units / customers form the Contracts screen, or selecting a customer who has linked units will
display all units as tabs across the top of the payment screen (see illustration below). By default the Number Of
Payments (All Contracts) is set to “1” you can increase the number of payments across all the units, or you can set
this value to “0” and manually set the number of payments on each unit individually, by moving the curser down to
the Number Of Payments selection box (below the unit tabs) an selecting the number of payments for the unit tab

that is highlighted

Selected unit tabs.
Clicking on a tab will
display the payment
details for that unit

Payment: International Foods Inc. - 3114 = =
Facility: Empower Storage C Name: Inter | Foods Inc. Unit:3
Contracts | Merchandise | Payment Options | Accept Payment

N Number Of Payments (All Contracts): |1 @ Calculate
0001 0029 3114
Foods Inc. | International Foods Inc. | International Foods Inc.
Rate: |$49.00 Number Of Payments: ,E

Use the up and down
arrows to increase or
decrease the number of
payments

Click on the Delete
button to remove an
item from the payment

Click in the Wave Fee box
to enter an offsetting credit
against the fee that is being
charged to the account

Click on the Next button
or the Accept Payment
tap to proceed to the
payment screen

Select the number of
payments for the
entire range of units.

Select the number of
payments for
individual units

Page 12
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Processing a Payment

This is the last screen in the payment process, and is where you select the type of payment being received (Cash,
Check or Credit Card) individually or any combination of the three payment types.

Cash Payment

To enter a cash payment click on the check box next to Cash, the Cash Received field will automatically be filled
in with the payment balance that was calculated in the Payment Options screen. If the payment that is being
applied is different than the amount calculated, enter the cash received into the Cash Received field. If the
payment received is lower than the balance due, the Balance field will show the remaining balance on the unit.

Enter the amount of Payment: Scott Mendez - A8 = | Bl |
p_ayment here, if it is ~] | Facility: Empower Storage Customer Name: Scott Mendez Unit:A8 Select Cash for cash
different than what has Merchandise | Payment Options | Accept Payment [, payments

been calculated 9] Cash

Check

If the payment is going to Cat Rocivod: [ 10000 Credit Card
be split between cash and z— iR ik
another payment type, Over Payment =

Apply As Prepaid

enter the amount of the i !
@ Give Change Back B
cash payment here /ge (5300)
‘ment Summary Cash: $157.00)

If cash received exceeds — o
N eck: 50.00
what is due, select the

Credit: $0.00)
over payment amount as Total Amount Due: $157.00 Debit: 50.00)
Prepaid rent or Change Total Payment: $157.00
to be returned to Babnc EI
customer g ‘ P

If the payment received is more than the balance on the unit, an Over Payment box will appear. You have two
choices as to how to account for this over payment; Apply As Prepayment will post the over payment credit as a
pre-paid credit on the customer account, which will be applied the next time rent is charged to the unit. Give
Change Back, will calculate the difference between the amount due and the amount being received, and display the
result as Change.

The Payment Summary will list how the payment was received and display the Balance on the unit.

Check Payment

To enter a check payment click on the check box next to Check, the Check Amount field will automatically be
filled in with the payment balance that was calculated in the Payment Options screen. If the payment that is being
applied is different than the amount calculated, enter the amount of the check into the Check Amount field. If the
payment received is lower than the balance due, the Balance field will show the remaining balance on the unit.

If the payment received is more than the balance on the unit the over payment will post as a pre-paid credit on the
customer account, which will be applied the next time rent is charged to the unit.

The check number, account number and bank routing numbers can be automatically entered into the check payment
screen by scanning the check.

Payment: MARILYN BEASLEY - 80 i) ] .
= — = The balance due will be
) ‘Faclllty‘ Em}wwer Softwar'e Customer Name: MARILYN BEASLEY Unit:80 automatica”y entered, if the
If a check scanner is | Contracts | Merchandise | Payment Options | Accept Payment A

check payment is for a

installed, an icon of the different amount, enter the

scanner will be . 13 Number: 2 -
- A Check Number: 1324 Bank Number: 16-1667 7] Check check amount here.
displayed. Click on the :
iCOn tO scan the Check N Routing Number: 123456780 Account Number: 123456, || Credit Card
- Debit Card If the payment is being split
Name On Check: Check Amount: $161.95 -
] between check and another

A t Ty A it Class B
" Scan ‘ Process ACH "C;’:‘EQS)PE 05;:5"%&'35 payment type (CaSh or Credlt
Check © Checking card), enter the amount of
the check payment here.

Business

Process ACH Selecting -
this option will =
automatically deposit the 4=
check into your checking

Payment mary Cash:

If the check is to be

the check is added to
the customer account

account. | ; _
- ooy automatically deposited select
When the checkisran ~_A{[Total Amount Due: $161.95 Debit: so.oo% the Account Type &
through the check Total Payment: $161.95| Account Class prior to
scanner an image of Balance: So‘wi clicking on the Process ACH
button.
\

Previous | Finish
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The Payment Summary will list how the payment was received and display the balance on the unit.

Credit Card Payment

To enter a credit card payment click on the check box next to Credit Card, the Amount field will automatically be
filled in with the payment balance that was calculated in the Payment Options screen. If the payment that is being
applied is different than the amount calculated, enter the amount of the check into the Amount field. If the
payment received is lower than the balance due, the Balance field will show the remaining balance on the unit.

If the payment received is more than the balance on the unit the over payment will post as a pre-paid credit on the
customer account, which will be applied the next time rent is charged to the unit.

Payment: THOMAS SMITH - AL e ) Select Credit Card as the

Select one of the three previous Facility: Empower Storage Customer Name: THOMAS SMITH Unit:A1 / payment type
credit cards used in the past on  ~——JCequects | Merchandise | Payment Options | Accept Payment )
this account. I Cash

H Expiration Date (MM ): Check
To manually enter a credit card, b =
select Phone and enter the S 7 .

3 h B Z5p Debit Cord Once the credit card has been

credit card number into the Approval Code

4— scanned or the credit card

Amount: $80.75
o / number has been manually

Gt entered, click on Charge Card
to process the payment

Credit Card field

If this card will be used to
automatically pay rent each billing

. o Cash: $0.00

cycle click on Automatically Checke 5000
Credit: $80.75)

Charge Future Rent ' [Total Amount Due: $80.75 Debit: $0.00(
. ( Total Payment: $80.75

To scan a credit card, select Balance: 50.00

the scanner that has been
installed on your system.

Finish

Recording a Credit Card payment from a standalone terminal

If you are using a standalone credit card terminal to charge a card and would like to record the payment in Storage
Commander, or if you accept credit card payment over the phone, you can manually enter the credit card
information into the credit card payment screen. Using this method allows Storage Commander to record the
payment as a credit card transaction in the customer payment history and also maintain consistency throughout the
financial reports.

To manually enter a credit card payment, select Phone and enter the credit card number into the Card Number
field, enter the Name On Card, Billing Address, Expiration Date, CVV number, Billing Zip code, click on the
Charge Card button to charge the card

Posting a Credit Card Payment Without Charging The Card

To record a credit card charge transaction without actually charging the card (you would use this method if you use
a separate credit card terminal for charging credit cards) select Phone and manually enter the first and last four
digits of the credit card number into the Card Number field, enter the Name On Card, Billing Address,
Expiration Date, CVV number, Billing Zip code and the Approval Code. Click on the Finish button to complete
the payment transaction.

Storage Commander V5 will retain the last three successful credit card transaction made on a customer account,

and allow you to use the same credit card form any of the past three transactions against a new payment.

To use this feature, go to the Select Prior Card field and click on the down arrow to display the last three credit
cards used on this account (Note that you can only see the first and last 4 numbers on each card), select the card that
will be used and continue with the payment.

Removing a Credit Card from Card On File List
In the Select Prior Card field click on the Remove button to the right of the card number to be removed.
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Processing Auto Credit Cards

As end of day is ran customers who have elected to have their rent payment automatically charged to a credit card
are compiled and put into the Pending Auto Credit Card Payments screen. This screen is located under the view Pull
Down menu under Pending Auto Credit Card Payments. The cards are not actually charged until you have reviewed
this list, selected the cards to be charged and clicked on the Process Selected button.

File Activities View Help
E‘ e Pending Automatic Credit Card Payments T 5 % (.
Move In Move Date* Unit Customer Balance Account Result ise Calendar Contacts
Current F [ 4222014 97 Randy Nelson $125 4176..9916  NEW
— — [ 42212014 A47 Judy Smith $95 5616...8895  NEW
Site Map | Quick [ 42212014 co93 Brian Porter $227 42257724 NEW
[ 42212014 Pa7 Paul Stout $75 3871..6199  NEW
[customer:
JS Auto Sales
Unit:
114 e
Paid Thru:
1 6/25/2014
i NEXt B|": *Pending charges will bs removed automatically after 30 days.
6/26/2014 M e cain’s (0|72 74
(Rate:—] | D> Process Selected |7< Remove sefected| | seecat | [ Clearal | Close
$210.00 : T T -rpTrﬁTssTwTss-'bsTosTm'GQ 71|73
fPhone: ]fSize: T ‘

Debit Card Payment

To enter a debit card payment click on the check box next to Debit Card, the Amount field will automatically be
filled in with the payment balance that was calculated in the Payment Options screen. If the payment that is being
applied is different than the amount calculated, enter the amount of the payment into the Amount field. If the
payment received is less than the balance due, enter the actual amount of the payment into the Amount field. Once
the payment amount is entered the Balance field will show the remaining balance on the unit.

If the payment received is more than the balance on the unit the over payment will post as a pre-paid credit on the
customer account, which will be applied the next time rent is charged to the unit.

Payment: Scott Goodmen - AL T
Facility: Empower Storage Customer Name: Scott Goodmen Unit:A1
[ Contracts | Merchandise | Payment Options | Accept Payment |
[ Cash
’ || Check
Card Number: 5581..0636 Expiration Date: 1310 -]
[ || CreditCard |
Name On Card: THOMAS SMITH Approval Code: [¥] Debit Card
) Waiting for customer PIN entry... Amount: $181.00 Click on the Finish button to
) complete the payment
When the Scan Card button is P pay
clicked, an itemized list of all - )
items that constitute the Eayment Sunmary c:"’: :gg
Amount Due will appear on the c:‘dm o
Customer Access Terminal. || Total Amount Due: $181.00 Debit: $181.0
When the customer accepts the Total Payment: $181.0
total they will be prompted to { Balance: $0.
swipe their card and enter their ' §
PIN number. ‘ Finish
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Partial Payments
To process a partial payment (a payment being made for less than the balance on the account), from the Accept
Payment window enter the amount to be applied to the account into the Amount field

Payment: Desoto Used Stuff - 145 =) é‘
Facility: Empower Software Customer Name: Desoto Used Stuff Unit:145
‘ CoptraQS ] Merchandiser VPaym_ent Optionslj Accept Payment ]
7] Cash |
[ 7 Check ’
Cash Amount:  $50.00 | [] Credit Card

Cash: $50.0
Check: $0.0
Credit: $0.01
Debit: $0.0
Total Payment: $50.
Balance: $115.0

Payment Summary

Total Amount Due: $165.00

‘ Previous ‘ ' Finish

. ¥

When the amount of the partial payment has been entered, the payment summery section will show the total
payment being made and the resulting new balance due on the account.

NOTE: Partial payments will be applied against the oldest balances on the account. This is typically rent but could
be fees or insurance if these balances are older the rent balance.

Reversing a Payment

Payments can be reversed within the day the payment was entered, if a payment needs to be reversed after the close
of business you will need to make an adjustment to the customer account to charge back the amount of the incorrect
payment.

From the Customer/Units screen double click on the customer in the Contacts section. In the left margin locate
and click on the Ledger/History button. Locate the payment to be reversed and right click on the payment
transaction item, click on the Reverse Transaction item in the action box and select OK at the prompt to proceed.

A Reversed Payment entry will be posted to the customer ledger, and the amount of the payment will be charged
back to the account.

Contract Details - Mendez, Scoft o D
Facility: Empower Storage * Customer Name: Scott Mendez Unit:A8
Contract ( T = - |
rre ) Payment Unit:A8 Receipt - 9/25/2012 5:51 AM Tom Smith.
Customer e ($10.00)
e Ending Balance: $201.00
PaymentCash  $201.00 ($201.00)
| Fingerprints Ending Balance: M‘
Alternate — - |
W ~ Charge Unit:A8 10/12/2012 8:36 AM Tom Smith
| Notes/Comments || | Charge ) $85.00
§ ¥ Ledger/History _ Ending Balances' I _$85.00
Activities (2 Late Step Unit:A8 Late Notice  10/12/2012 8:37 AM Tom Smith
Click on the Ledger/History Charge - $1000
A nding Balance: $95.00
tab, locate and RIGHT click on Notice s0%0
. I Ending Balance: $95.00
the payment item and select > -
Reverse Transaction — | \ Ol i S P gpoames G -
| B payment cash 95,00 (595.00)
\\ Ending Balance: $0.00/
| Reverse Transaction |
© Manager View _ Accountant View
© History For Unit A8 History For Scott Mendez
| Previous Next Finish

The reversed payment will be included the Reversed Transactions, Transaction Detail and Transactions
Summery reports. All references to the payment will be removed from all financial reports and added to the

Reversed Payments report.
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Move-In

L@ up @ =2 0 mE

Move InlE Out Payment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts

Move-In Methods
Storage Commander allows you to use different methods to initiate the move-in process. You can chose from any
of the methods that you feel most comfortable with as they will all deliver the same result.
We will start by showing you all of the move-in methods
Tool Bar
Click on the Move In Button in the Tool Bar

Unit Selection: Select the unit you would like to assign the customer to. If you are looking for a specific unit
size, type, or configuration, you can sort the available unit list by any combination of the following:

TYPE coovvvernnnn Storage Unit, RV Parking, Mail Box, Wine Locker, or any other type that was created for
your facility.
SIZE v By unit size.

Attributes.....Created and assigned to units through the Configuration Manager program.
(In this example we have created several attributes for the writing of this manual)

CLIMATE CONTROLLED
DRIVE UpP ACCESS
HANDICAP ACCESSIBLE
RV PARKING

UTILITY SERVICES

Moveln 0Bl 5 )
Facility: Empower Storage Customer Name: Unit:A28
P Select Unit Rental Units [TT ) Search:
—ﬁ:st‘omer A26 Size:10 X 20 Type:StorageUnit T Hites iits -
L Floor: [ Has Vehicle ‘ !- [¥] Type
| Fingerprints | Available _Conditi Base || | StorageUnit -
Alternate [F] Condition
Employer
Notes/Comments | | @ s
Merchandise Type:StorageUnit gRiowe: . L ) .
Insurance R Conet Al | 10x20 - You can limit the available units
| Billing Detai : ~—that are displayed by using the
Accept Payment unit and attributes filters
Attributes
[¥] Climate Controlled
[¥] Drive Up Access
[Z] Handicap Accessible
[C] RV Parking
I [7] utility Services
U |
ll | ‘ (]
Next
_—— = — = —

Selecting any combination of unit attributes, size, condition, type or status will cause the available unit list to
automatically show the units that meet the selected criteria.

Once the unit is selected it will become highlighted. Click Next to Proceed
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Move-In using Activities pull down menu
Located at the top of the screen is the Activities pull down menu item, clicking on this item opens a pull down

menu which lists management functions available to you depending on your security level. One of these items is
Move-In. Selecting Move-In will open the Move-In window where you will start the move-in process.

File View Help User: Tom Smith
| Payment 3
e il £ == @ 5 = 2 19 H o
Moy @« Moveln - Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts
T Move Out — e
Cu :I . Storage Ratresn [prnt
fL yV— 8 Moveln ol B | )
Y. Returned Check(NSF) Facility: Empower Storage Customer Name: Unit:A28
A Manage Auctions j P Select Unit Rental Units (FT) Searcn
i )
o e A26 sumi0x20 Typecitorsgeunt Bl (W \“

Merchandise. » Hoon | Type ? a
, i nts Conditiont Reso, “ - i = \l QX
e = ’ e e RS Q
- k

o0 g g s -\ You can limit the'2

toor: 2 |20x20 >
s ][s.:.: aese AVBWSBIE  ConditiomTesdy Base Ratess20000 - E | available units !
ch i 10X 10 et P K that are !

‘ Move-In Date: Access Code: Attobutes k
(27 | [ Climate Controtied displayed by

| Drive Up Access . . | |
using the unit |

FRERESE sl@
o %
H {
A
EH I

Handicap Accessible|

[ :Yﬂ:;';:zmu And Attrilitae
:; | TR R
— = = o

Move-In using Customers / Units Screen

To start a move-in from the Customers / Units screen, click on the Customer / Units tab and select an available unit
from the units list.

File Actvities View Help User: Tom Smith
=2 @ B
stion nd Of Day Reparts Docum, erchandise
' =
Units | Charts / Gauges | Calendar | New Inquiry
Contracts @3 [ Show Inactive Search
:mva Units Scott Goodmen AL . oeAuction ‘:
Smn::u it -
¥ Condt =
Ready -
) Sice Bill Simple M md«n; E
i°:::“ "/ | Harry Sneedly as LT =
Aveilable 3 [Sandy Snolkermister A22 o I
You can limit the available units o e |ty s e Resdy [
that are displayed by using the Wtk | |[Acme Computer Supply. “ABD Bawvt Fl=
unit and attributes filters S om smien o1z s =
Nancy Smith 820 e et =
Mary Lou Hornaday B21 Q-.:‘ll:ﬁwm |
Susan Polasky 825 ;:-?Gma - =
Move-In using Contacts Screen
= o e — g (3
oo @ S B L 0 m 2 2 1@ wm # O
Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Caler] Contacts

Customers who have been entered into the system as contacts can easily be moved-in. Click on the Contacts button
in the tool bar to open the contacts window. Select the customer and click on the Move-In button.

Contacts &‘EJ E@'ﬂ )
Select customer to move-in
Elsworth, Judy Size: 10 X 10 Reguested: 8/5/2012 ﬂ—sﬁ"&r
Phone: Status: Open Expires: 12/30/9999 | T )
—— Click on the Move-In button
Shiftshank, Roger Size: RV Parking Reguested: 7/14/2012
Phone: Status: Open Expires: 12/30/9999 | Edis I "
SMITH, THOMAS  Size:5X 10 Requested: 9/1/2012 W | Move-In... |
Phone: Status: Open Expires: 12/30/9999
| Reservation... I
Sort Options
@ Last, First
() First, Last
© Unit Size
[C] Show Converted
[Z] Show Lost
' Close I

Page 18 Storage Commander V5 Facility Management Manual



Starting the Move-In Process

Customer Tab

After the storage unit has been selected the next step is to enter the Customer Information. This conststs of the
customers name, address, telephone numer and other information that can be used to contact the customer.
Fill in the customer information fields as required using the Tab key or mouse to move from field to field.

o o= )

Customer Tab

Select Unit

You can move to
any of the setup
tabs at any time.

| nsurance
jumBiing Detad s
Accept Payment

Click on the New
buttons to add
addresses and
phone numbers
to the account

Facility: Empower Storage

| Web site

Customer Name: Robert Smith Unit:A7|

First  Robert Last  Smith

] Business  Business Name:

Tax it |Tax Exempt 11 Miitary  Military Stas

EMail:  rls@storagecommander.com Bithday: 51471955  +

nselD:  X91176 v SSN:

v
Addresses
[Home address (Primary)

Delete|  Description;  Home address

EpDate:  5/14/2014

Address:

1275 Lambert Ave.

City, State, Zip:  Nuevo cA 92567 i

Country:  USA

|z
2 |2

Number: (952) 771-9928 Ext

Description:  Home Number

Photo ID

—

If the driver license ID
conforms to the AAMVA
standard, and you have
installed an id scanner, a
button showing the installed
scanner will appear. Click
on this button to scan the id
and have the customers
address information
automatically entered into
the move-in screen

Adding a customers photo id to the customers account allows for easy visual identification through the Site Map.
To add a photo id during a move-in, click on the Photo tab to display the photo id screen and click on the New
button. Enter the name of customer and click on the Scan Image button

Moveln

[=o®3] %

Facility: Empower Storage

Customer Name: Robert Smith

Unit:A7

%{ NewPhoto
Customer |

Customer Photos

ey ——)

Click on the = Photos Reference Name: | Robert Smith
Photos tab and Fingerprints
then on the New ‘E‘"e:"a“f
mployer
Button \ Notes/Comments
Nerchandise
INrance

Billi

AcceptRayment

Detail

Scan

lmage‘ J—

Scan gecd
Imageb‘ 71

\ Import...

Any devices supporting photo

/'

\

id capture will be displayed in
the New Photo screen.
Select the device to proceed
to the photo capture screen.

| cancel

<w New... ‘

Previous H Next |

Double-Click A Photo To View

Scan
Image

3

Using the Storage Commander Web Cam
Click on this button to activate the photo editing software of the web cam manufacture. Click on

the Capture button to capture the image of the photo id, followed by the Transfer button to attach

the photo id to the customers account in Storage Commander

Click on the Capture button to

capture the photo id image. \

Click on the Settings button il
change the image settings used — =
by the web cam manufacture —

Creative VF0400

Click on the Transfer button to copy the
photo id into Storage Commander
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Sl Using the Multipurpose Scanner

Image‘
The multipurpose scanner offers a convenient method to scan driver licenses. This device not only
takes the place of the Photo ID Kit but also scans and transfers the data from Checks, Credit Cards & Driver
licenses (driver licenses must conform to the national AAMVA standard)

To capture an image of a driver license using the multipurpose scanner, click on the button showing a picture of the
multipurpose scanner. Insert the customer id into the scanner as referenced below.

Front of 1.D.Card
Facing Right

Moveln ﬂl.i_hJ
Facility: Empower Storage Customer Name: Thomas Smith Unit:A7
I customer Photas Enter a Reference Name
Click on the . - - and click on the Scan
Photos tab and AT fl 1mage button for the
tEt]etrt] on the New (R Newphoto =lE multipurpose scanner
utton
Reference Name: Lauri Smith /

uN

mear

W F
Wi 190

Tari Sampls s e

< Ntvjjg)}lgg S o oo [

Veenea s 123456789
Gots ¢ o 0301719

Scan v
Image
Servens Lcenss
wesn 0V012007

57 cowmes S01R01E

Scan m‘

Image

‘ Select Device...

et |
oros
ot mﬁ’a ‘ Import...

| ok ‘ | cancel

Double-Click A Photo To View

The driver license id will be automatically moved into the multipurpose scanner and the picture will be appear in

the New Photo window. Click on the OK button to complete the process.

Importing Pictures

The Import feature allows pictures taken from digital cameras to be added to a customer account. To add digital
pictures, click on the Import button and navigate to the drive/folder where the picture resides, select the picture and
click on the Open button. Enter a Reference Name and click on the OK button to add the new picture to the
customer account.

Deleting Pictures

To delete a photo id from a customer account open the Customer Details screen for the account and select the
Photos tab. Click on the photo to be deleted (you can have multiple photos assigned to an account) and click on
the Delete button.
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Adding Fingerprints

Storage Commander supports fingerprint identification of storage customers and facility managers

To register a storage customers fingerprint during the move-in process click on the Fingerprint tab and select Add
Fingerprint. Have the customer press their finger (we recommend using the right index finger) onto the fingerprint
pad four (4) consecutive times (this is necessary in order for the system to insure a positive read of the fingerprint
pattern). When all four scans have been completed, click on the OK button to complete the process.

£8 Moveln » Bllol@

Facility: Empower Storage Customer Name: Robert Smith Unit:A7

P Fingerprints

Fingerprints On File.

8 Register Fingerprint | ETRETS[ESEER )

5
‘ Register A Fingerprint

Four scans of the finger are requried to create a template.

Add Fingerprint |

N W
i

Scan Complete.

'Start Registration
1l cancet | oK Name: Robert Smith 2

Previous | Next

To verify a customer using their fingerprint, click on the Customers/Units tab and double click on the customer in
the Contacts list. Select the Fingerprints tab, select the customers fingerprint file under the Fingerprints On File
box and click on Verify Customer. Have the customer press their finger into the fingerprint scanning pad to
initiate the verification process.

Using a fingerprint to identify a customer or to log a manager into the system provides the upmost in facility
security.

Adding Alternate Contacts

Fill in the Alternate Contact information fields as required using the Tab key or mouse to move from field to field.
This information will aid you in locating the primary occupont in case of emerengy or for collections purposes.

(B8 Moven =)
Facility: Empower Storage Customer Name: Robert Smith Unit:A7 If the driver license ID
Alternate Tab First  Sally Middle: P Last - Smith conforms to the AAMVA
\ =l 7R standard, and you have
| Business  Business Name: Hl insta”ed an |d SCanner, a
P Alternate senid || seanio || send

button showing the installed
scanner will appear. Click
on this button to scan the id
EMail:  SPs@storagecommander.com Birthday:  7/20/1962 v and have the customers
Driver License/ID:  $881998 ExpDate: 7/20/2014 ~ SSN: address information

Web Site:

Tax Id: []Tax Exempt  [¥]1s Military  Military Status: |None v| Branch:

Click on the New

— automatically entered into
buttons to add [Home Address (Primany) | e 1275 Lambert e the move-in screen
addresses and
phone numbers City, State, Zip:  Nuevo ca 92567 fi
to the account ¥ Country:  USA Type: [Primary 7

[ New.. | [ Delete | Description: Home Address

Phones

(Home)

Number: (951) 771-9928 Ext:
Type: | Home B

New.. | | Delete | el
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Adding Employer Information

Fill in the Employer Information information fields as required using the Tab key or mouse to move from field to

field.

This information will aid you in locating the primary occupont in case of emerengy or for collections purposes.

Employer Tab

Click on the New
buttons to add
addresses and
phone numbers
to the account

B8] Moveln RO | PR |
Facility: Empower Storage Customer Name: Robert Smith Unit:A7
First  Bill Middle: Last - Finkmister
\ 7] Business  Business Name:  Wonder Widgets Inc.
P Employer Web Site:  wwidgets@finkelmister.com
iszId: 8227263534
| EMail;  bf@finkelmister.com
|
Addresses
\ (Mailing) Address: 2121 Thingamajig Ave.
City, State, Zip:  OZ cA 92665 i
Country: USA Type: [Mailing -
New... | [Detete|  pescription:
Phones —
(Work)
Number: (000) 000-0000 Ext:
Description: Type: [Work -
New... | [ Delete |
Previous ‘ Next ‘

Adding Move-In Notes /| Comments & Alerts

Adding Notes, Comments or Alerts during a move-in allows you to add general or even critical information to a
customers account. Both Notes and Alerts can be edited or even removed from an account at any time, whereas
Comments cannot be edited or removed once they have been added to an account.

Adding Notes

From the Move-In window select Notes/Comments and click on the Notes Tab. Clicking on the Date/Time
button will insert the current date and time into the note field. Enter the note by typing in the note box.

Click on the Notes Tab,
followed by clicking
anywhere in the Notes
box to enter the note.

<

Moveln

(@B f= | ]

Facility: Empower Storage

11/21/2012 2:41:08 PM

Customer Name: Robert Smith
Notes

Customer Notes:

Unit:A7

‘ Date/Time

NSWM will start moving in next week. May need an additional unit.
P Notes/Comments

[ [t

Click on Date/Time to
" add the current date &
time to the note

The note will be automatically saved when you leave the Notes screen.
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Adding Alerts

Alert messages allow messages to be posted to a customer’s account that will be automatically displayed whenever
any type of account activity is detected

From the Move-In window select Notes/Comments and click on the Alerts Tab. Clicking on the Date/Time
button will insert the current date and time into the note field. Enter the note by typing in the note box.

Moveln ' Click on Date/Time to
Facility: Empower Storage Customer Name: Robert Smith unitA7| L/ add the current date &

‘ —H
ot y Alerts [Date/Time time to the note

Click on the Alerts Tab, /N«ﬂext/y

f0||0Wed by Clicking | 11/22/2012 10:15:12 AM

Need Cell Phone Number for Mr. Smith's Wife

) < et
anywhere in the Notes I
box to enter the note. N Comments

Clear Text|

| ———— ———
‘ Previous H Next ‘

The alert note will be automatically saved when you leave the Alerts screen.

Adding Comments

Customer comments differ from customer notes in that once they are entered, a date and time stamp is added to the
note along with the id of the logged in manager. When the note is saved, it cannot be altered.

From the Move-In window select Notes/Comments and click on the Comments tab. Any comments that have
been previously added to the account will be displayed. To add a new comment click on the New button and enter
the note into the New Comment box, click on the OK button to save the new comment. Once the comment is
saved it will be added to the comments box with the User Name (manager) and the date and time of when the
comment was recorded.

Facility: Empower Storage Customer Name: Robert Smith Unit:A7 Click on the New

| comments | button to add a new
Comments: comment to the
customers account

Mr. Smith declined insurance. Insisted his home owners insurance will cover his property
while in storage

Rl Stora9e Commander - New Comment SEmsEa] s e

P Notes/Comments New Comment:

Mr. Smi

urance. Insisted that his home
cover his property while in stora

Cancel |

Note: Itis strongly recommended that you review the message prior to saving it, as the message cannot be edited or removed from the
customer account once it has been saved
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Adding Insurance to a Customer Account

Clicking on the Insurance tab opens the insurance policy selection screen. If you have purchased the Customer

Access Terminal, click on the C.A.T. icon to allow the customer to select the insurance policy and digitally sign the
insurance contract.

& Moveln | B = )
Facility: Empower Storage Customer Name: Phil Snudrucker Unit:A23
e i ooy - Poserins Seiehor Click on the Customer Access
Select Insurance Coverage Terminal icon to allow customer to
Sei L select insurance policy and to

Customer Confirmed /1

Alternate
otes = Customer Declines Insurance e /
san
P Insurance $695 Burglary (§1,000 @ 50%) $4,00000 .
Billing D $1095 Burglary (§1,000 @ 100%) $4,00000
$1695 Burglary (85,000 @ 100%) $10000.00

$9.95 Burglary (§5,000 @ 50%) $10,000.00
$4495 Burglary ($15,000 @ 100%) $15,000.00

T

digitally sign insurance contract

Customer Signature

| Previous Next

Customer Access Terminal showing insurance policy selections
Note: Displaying available insurance policies and digitally signing the insurance contract is only available when using SafeStor insurance.

If you are not using the Customer Access Terminal or if you are using another insurance provider, click on the
insurance policy requested by the customer, to assign the policy to the move-in.

Click on the Next button to proceed with the move-in
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Advanced Vehicle Storage Information

Moveln O | G ||
Facility: Empower Software Customer Name: Robert Conrad Unit:152
Vehicle Information M
Make: Chevy Model: Belsic Color: Blue Year: 1955
Vehicle Inf
L ; e "g Body Style: | TwoDoor ~ | Estimated Value: $42000.00 Type Desc: Ventage Automobile
ternate Contacts . .
o License: LMQ434 License State:  Ca Title Nbr: Reg Expiration: 77152015 = || e VehiCle (automobile, motorcycle,
- RV) information section
Fingerprints VIN: Tenant Owned Owner: )
Authorized ACCess || yneyyr Alstate Insur Policy: 88176289 InsurExp: 9/30/2015 v Vehicle Type: |Automobile  +|
Employer R
Notes/Comments Length: -
Merchandise Boat Information 1
Insurance Boat Name: Boat Length: Home Port: Doc Number:
EiligoDetal} 1D Number: Serial Number: . i .
Accept Payment > Boat information section
Estimated Value: 50.00 Year: Make/Model:
[7] Tenant Owned Owner/Addr:
Insur Company: Insur Policy: Insur Exp:  1/1/0001 v i
Motor Information Il ) ) )
Boat Motor information section
Estimated Value: $0.00 Horse Power: 1d Number: Make: Type: | None -
Trailer
License Exp: 9/30/2014 v License: State: [] Tenant Owned o ) )
Estimated Value: 50.00 Insur Bxp: 1/1/0001 ~ Owner Addr: Trailer information section
Insur Company: Insur Policy: Serial Nbr:
Previous Next ‘

During the move in process selecting the Vehicle tab will open the Vehicle information screen. From this screen
you will be able to enter critical information covering insurance status, vehicle identification numbers, DMV
information in addition to other valuable data that can be used to insure you that the vehicles stored at your facility
are adequately identified.

Entering Data into the Vehicle Information Screen

If the Vehicle Info tab is not visible this signifies that the space you have selected is not configured to accept
vehicles. If you wish to change the unit configuration to allow vehicles, click on the Select Unit tab and scroll to
the unit/space number you are moving the customer in to. Once you have located the space number click on the
Has Vehicle check box.

Enter as much information pertaining to the vehicle as possible, keeping in mind the more information that is
entered will provide more concise reports and improved vehicle tracking.

Available Vehicle Information Reports
Vehicle reports can be printed at any time and can also be included in report groups, allowing the reports to be
automatically printed / emailed on specific time frames (daily, weekly, monthly annually).
The Vehicle Information reports are located in the Reports section of Storage Commander under:
Units
Vehicle Expirations
Vehicle Insurance Expirations
Vehicles
Analysis
Length of Stay
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Move-In Billing Screen
The move-in billing screen is where we pull all the elements of the move-in together. From this screen you will
assign a Billing Plan, Gate Access code and Lease Number (if you use lease numbers) to the new customer, as well as
add Fees, Discounts, Services, and Deposits to the new account. Additionally you can record Contact information

to the account for demographic reference.

Displays projected Paid Through date

Increase / Decrease th

e

number of rental payments

based on the number of payments
selected

Assign a Lease Number to

Select Billing Plan to be

assigned to customer
account

customer account

Click inside the Rate field to change the rate on this
unit (typically used to match rates with a competing

storage facility

Adjust the date of the move-in

Lease Nbr:

v
Rate: $200.00

Billing Plan: |Monthly

5464

Move-In:

Number Of Payments: 1

Projected Paid Through: 2/2/2013

Preivew

Lease

a)

AP0z K
1/3/2013 Re-Calculates Move-In totals

4]
Calculate

v | [F] Don't Prorate % __ Removes the 1 month

prorated rent (only available on
fixed billing plans

Access
Control...

Select to assign gate code

Preview copy of lease

agreement
Moveln
Facility: Empower Storage
¢ Walkin -
| Local Resident .
L g li‘—gb Detail
~ Fees, Discounts, Services or Deposits that have been
added to the account will be listed here. To remove an
Current Transactions item from this list, click on the Delete button next to the
Monthly: 1/6/2013 $85.00( .
Burglary ($1,000 @ 100%: 1/6/2013 item to be removed.
Senior Discount
A Dl aive e ~d  Add additional Fees, Discounts, Services or Deposits
Waived: Admin L
sl , to the account
Sales Tax
— o After clicking on the Calculate button, all items relating to
. Rent Due: $85.00 Meqgise: sass | |f this move-in will be listed under Current Transactions
Discounts: $33.50; Insurand $1095
i i Shrpi sn1r I The Summary section lists all individual transaction totals
and shows the total due
Previous Next
If a Fee or Discount has been configured to allow it to be
Waved, a Wave Item selection box will appear to the
right of the item. Selecting this will create an offsetting
credit to the account
Contact . . .
.::; | Walkin M | Contact Type: How did the customer find your facility |
g:::;:r |Local Resident ~~|| [contact category: Used to profile customer. Military, Local Resident, Senior.... |
Contact % . A .
5:':,;. | Drive By ) | Contact Source: What type of advertising directed the customer to your facility |
Reason For . - .
Renting: |Better Security b |Reason For Renting: What sold the customer on your facility |
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Confirm Move-In Information

Confirm Customer move in information, such as Tenant, Alternate, & Employer contact information, Insurance
Info information, Itemization of move-in cost, and capturing of signature for move in and insurance
agreements. All of these items are displayed on the Customer Access Terminal allowing the customer
a to verify the accuracy of the move in and contract data prior to completing the move in process,

Changing Move-In Date

Click on the down arrow in the Move-In date field to change the date of the move-in. By default the move-in date
will be set to the current date. By changing the date the prorated rental charge will be re-calculated (fixed billing
plans) and the new move-in date will be recorded to the customer account.

Changing the Rental Rate

The default rental rate referenced in the Rate field can be changed by clicking inside the rate field and entering the
new rate. Once the rate is changed it will remain in effect until the customer moves out (at which time the rate will
change back to the default rate) or until a rate change is applied to the customer (see Rate Change discussed later in
this manual).

Changing the Number Of Payments

To process payments in addition to the rental payment for the current month, increment the number of advanced
payments in the Number Of Payments field. After entering the number of advanced payments, click on the

Calculate button to add the prepayments into the Current Transactions section.

Projected Paid Through Date

The date referenced in the Projected Paid Through field shows the month, date and year the account will be paid
through based on the number entered into the Number Of Payments field.

Selecting the Billing Plan

Billing plans created and setup in the Configuration Manager program, and then assigned to a facility. What you
see when you open the Billing Plan window is a list of available billing plans that have been assigned to your
facility. Each billing plan can be radically different from other plans, so care should be taken when selecting a
billing plan for the current customer. For more information on Billing Plans, refer to the Configuration Manual.

Don’t Prorate

Selecting Don’t Prorate will remove the current months prorated rent from the move-in (Storage Commander will
not charge the prorated rent). This feature will only work on billing plans that are configured to Prorate rent on
move-in

Lease Number

Enter the lease number that has been assigned to this move-in. If the merge code (Contract Number) has been
included the move in contract the number entered here will be inserted into the move in contract.

Access Control

B o= =mw] Click on the Access Control button to open the Gate Access Details window. Enter the
customers gate access number that has been assigned to the customer into the Access Code
field. If your gate security system supports multiple entry gates and gate access times, you

Access Code: 12345

e can enter the codes for these features into the Key Pad and Timezone fields. When the
o | move-in is completed all access control settings will be sent to the gate system.
Deny Access The Deny Access check box will disable the gate code at the keypad restricting the

[_oc 1| e ||| customers access into the facility. Although this same function is automatically
accomplished through the late step process, you can override the late step and manually
deny the customer gate access by selecting this function.

To manually deny a customers gate access go to the Contract Details screen for the customer, select the Contract tab
and click on the Access Control button to open the Gate Access Details window, click on the Deny Access check
box to restrict the customers gate access. A check mark will appear in the box, clicking on the Deny Access box
again will remove the check mark and grant the customers access into the facility.
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Adding Fees, Discounts, Services & Deposits

Click on the Tab corresponding to Fees, Discounts, Services and Discounts to open a list of associated items for the
selected tab. Select an item by clicking on the Add button to the right of the item. Once selected the item will
appear in the Applied To Contract window. Clicking on the Calculate button will add the items in the Applied To

Contract window to the Current Transactions section, where they will be included in the move-in and attached to
the customer account.

Fees Discounts |Services |Deposits Applied To Contract
- - - - (Deletel
Move-In Special Coupon $25.00|Add| * Senior Discount 10.00 %l._..i
—~Y “ |
Pre-Day & Months Get 25% O 7th Month 25.00 %A 7 | | Move In Specsl Coupon $25.00{Osleta]
Senior Discount 10.00 %| Add|

Current Transactions

The current Transactions section lists all of the transaction items that have been applied to this customers account
during the move-in process. The amount due for each item, or if fees have been waved or credits/discounts have
been applied, they will also be listed here (See illustration below).

Summery

The Summery section will break down and total each item contained in the current transaction section by account
type, and show the total due for the move-in (See illustration below).

s M\
Moveln l o Iﬁl
Facility: Empower Storage Customer Name: JONATHAN DOWGEN Unit:95

| Select Unit Contact |WaIkIn = [ Rate: $120.00 Move-In: 7/15/2014 v
Customer Type: @
Number Of Payments: 1 =)
Alternate Contacts | coneace N = [
Photos Category: Projected Paid Through: 8/14/2014
Fingerprints con:‘;_:j( |'Coupon v | Billing Plan: | Storage & RV '| Don't Prorate
Authorized Access | 54" ———
Re: F . Praview Access
Employer Re:ﬁ:‘g = - Lease Nbr: e ‘ R ’
Notes/Comments :
Merchandise |rees| [ Discounts|Services| Deposits| Applied To Contract
| Insurance 4
P> Billing Detail SDRee e 5200[Ada|—
| Accept Payment NSE $25.00 @I
Commercial Fees »
(Current Transactions \
Storage & RV: 7/15/2014 $120.00
Burglary ($1,000 @ 50%): 7/15/2014 $6.95
Medium Box: Qty 2 $3.00
Large Box: Qty 3 $6.00
Disk Lock: Qty 1 $7.00
Sales Tax $1.28
‘ Total: $144.23
~Summary
Rent Due: $120.00 Merchandise: $16.00
Discounts: $0.00 Insurance: $6.95
Fees Due: $0.00 Taxes Due: $1.28
Deposit Due: $0.00 Total Due: $144.23
Previous ‘ ’ Next
\ 2
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Move-In Payment Screen
This is the final screen used in the Move-In process and is where the type of payment is selected as well as how

much money is being received.
Select the payment type by clicking on the appropriate payment type check box.

- o

Moveln
:;ili(y?mw Sn;ragc Customer Name: Susan Flingflanger Unit:B8
it =
Check
Credit Card I
Debit Card

Cash Received: $80.00

Billang O Over Payment
P Accept Payment Apply As Prepaid
® Give Change Back
Change: ($6.83) "
Payment Summary Cash: STB.ZJ[
Checle $0.00{
Credit: soooi
N Total Amount Due: $73.17 Debit: 50.00
Total Payment: $73.17
Balance: $0.00 |

Previous

The payment amount that was calculated in the billing screen will be automatically entered into the payment screen.
If the payment is different than the calculated amount due, enter the ACTUAL payment being received into the
Cash Received field (for cash payments), Check Amount (for check payments), or Amount field (for credit or debit
card payments).

If the payment amount is higher than the amount due on cash payments, an Over Payment box will appear allowing

you to select how you would like to handle the overpayment; the options are:
Apply As Prepaid; Where the money in excess of the amount due, will be applied as a credit balance on the account.
Give Change Back; where the money in excess of the amount due, can be given back to the customer.
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Move Out

There are 5 different ways to initiate the move-out process. Although the move-out may be initiated from different

B@dlgulnﬁam " @ O

Move| B2 Ot pent NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts

screens the overall process is the same. We will start this section by identifying all 5 move-out techniques. Once
you know how to initiate a move-out using any of the 5 methods, we will walk you through the actual move-out
procedure.

M:Lét Initiate a Move-Out using the Button Bar

Click on the Move-Out button in the button bar located at the top of the screen, under the pull down menu items.
This will open the Move-Out Contracts search screen containing all active customers. We will discuss this screen
in detail later in this section.

Initiate a Move-Out using the Activities pull down menu
File | Activities | View Help
o} P ARE B @ A & @ O

Moy S Moveln psfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts
Su Move Out
28 Transfer The Activities menu selection is located at the top of the screen

Move-Out Active Contracts Search Screen

The Active Contracts Search Screen allows you to quickly locate a customer for move-out. Through this screen
you can perform a search based on Unit Number, Customer Name, or Customer Phone Number. To start a search,
select one or all of the search parameters by placing a check mark in the appropriate check box. Once you have
selected the search parameter enter the name, unit number or phone number into the Search For field. As you
enter data into the search field Storage Commander will immediately list any match it finds in the database as you
enter each character.

o0t =
Facility: Empower Storage Customer Name: Scott Mendez e Enter the search criteria into the Search For field

Contracts

Select search parameters

Unit Numbser | Customer Name

Name it Phone Status

Scott Goodmen 1 (619) 882-6652 QualifyforAuct 11/5/

A list of all customers matching the search criteria
A G SR will be displayed in the Contract (customer) list

Frank Schelling A Overocked  11/20/2012 box

8ill Simple (956) 33 DenyGateAcce 11

Harry Sneedly AS 76 urrent

S:rd'_fs:::;mm \22 (851) 7726625 EJ: 1273072 Click on the Next button to proceed with the
Scott Mendez A27 (415)882-9928  Overlocked Y move-out
Big Stuft 24 (951) 672-6257  Current 2 2

Tom Smith 12 (714) 887-1231  Current

Nancy Smith 20 DenyGateAcce

Mary Lou Hormaday 21 QualifyforAuct 11

Roger Shiftshank ci1 (951, 257 Curment

Roger Ramjet 15 (851) 872-6534  Current

Nancy Johnson (951) 672-6257 SifyForAuct 11

Roger Shiftshank 951 7 Overlocked

Scott Snyder - Current
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Initiate a Move-Out Using The Site Map
To use the site map to initiate a move-out, position the mouse over the customers unit, using the RIGHT mouse
button click on the unit and select Details using the LEFT mouse button. This will open the Contract Details screen
for the customer you selected for move-out. Verify that you have selected the correct customer. Click on the

Activities tab located on the left side of the screen. In the Activities For This Account window select Vacate This

Unit. The Move-Out billing screen will now be opened; from here you can apply additional Fees, Discounts, or
services to the move-out. We will discuss this screen in detail later in the section.

File Actvtes View Help

Current Facility:

Site Map e | Cu

'
o
48
Move-In Date: Access Code:
o

M & =

Of Day Reports Docu

2

ments Auctions R

1%

Building B

L

ate Change Merchandise Calendar Contacts

/ Right click on unit

A23|A25

/ Left click on Details

A26

A24

A28

]I i

Building C

Click on the Customer Tab
to see the customer name
and address information

Click on Activities / Vacate
This Unit to open the
Move-Out billing screen

power Storage

Customer Name: Scott Mendez
Contract Details
Moveln: 11102012+
Balance: $241.00
Next Charges 1/4/2013
Delinquency Status: Overlocked
. Overlocked: AddOveriock
Late Steps Step 3 - en
Rate: 520000

unn:n&
N
Move
Paid Theought 12/7/20

Auction Date:
Deposit Balance: §000
| Access Codes
Deny Access: Yes.

Time Zone: 1 m_l
Pay On Day: 10 [Upéme.| Laase Number: |KeypadZone: 1 Setnsk
Biling Plan:  Monthiy 3

Auto Payment: Nene .

Rate Changes:

|

R

l Verify Customer Name & unit number
Left click on Details

(

Facilty: Empower Storage Customer Name: Scott Mendez

Activities For This Account

Unit:A27

e )

1~ Click on the Vacate This Unit button
to open the Move-Out billing screen
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Initiate a Move-Out Through The Quick View & Customer/Units Windows
Double clicking on a customer name in Quick View or Customer/Units windows will open the Contract Details

window. This will open the Contract Details screen.

File Actvities View Help User: Tom senith
5, = = 8 = ;
TNV | d £ ®» B @A @ W =)
Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Of Dey Reparts Documents Auctions Rete Change Merchandise Calendar Contacts
Current Facility: Empower Storage ) (e
= Miap | Quick View
Reservations -
Count:1 ~ |
)
Count: 7 ©
)
1
)
= . -
Late or Past Due Contracts
Scott Goodmen PT2772012 81518100 J o T Yoo Calll
1
Size: RV Parking Folow-Up: Call|
imple Bak$90.75 |
Size:5X 10 Follow-Upx Call
Sigers 112013 Bat5000 PastDue
Nancy Smith PTI227/2012  BaiSI3500 DenyGoteaccess
Mary Lou Homaday (951) 672-6257 PT:12/7/2012 B2£:$296.00 QualfyForAuction
Judy Pinrose. 1/1/2013 Bak$0.00 PastDue
Nanev Inhnean PTA27772012. Rak$20600 OvalihFnrdiction
Scheduled Move-Outs. Today's Receipts
|
Totak: $0.00 Totak: $0.00
Avadadie Company Total Units Auction - Deny Access | Past Due. . Damage
75 o ) o3 3 > — s 1 )
— — —

Verify that you have selected the correct customer. Click on the Activities tab located on the left side of the screen.
In the Activities For This Account window select Vacate This Unit. The Move-Out billing screen will now be
opened; from here you can apply additional Fees, Discounts, or services to the move-out. We will discuss this

screen in detail later in the section..

Click on the Customer Tab
to see the customer name

Next Charge: 1/8/2013

[EEmE——

s
Lor Customer Name: Scott Mendez Vnh:‘&
[< Moveln: 11102012 = Move
/ o Balance: $241.00 Paid Through 12/7/201
s

Auction Date:

. . Delinquency Status: Overlocked Deposit Batance: $0.00
and address information Overocked: AddOwock | Acces o
Late Step: Step 3 - Lien Deny Access: Yes
. e Rate: $200.00 Time Zone: 1
Click on Activities / Vacate ryonogtt [B5] taetnban T
This Unit to open the Billng Pl Mortly g
Auto Payment: None -

Move-Out billing screen

x Verify Customer Name & unit number
Left click on Details

| Facitty: Empower Storage

Activities For This Account

L Click on the Vacate This Unit button
to open the Move-Out billing screen
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Move-Out Billing

The Move-Out billing screen is the last major screen in the move-out process. From this screen you can add any
last minute fees or discounts, change the calendar day of the move-out (for first of the month or other “fixed”
billing plans, this will cause the prorated rent to be re-calculated), and select a Reason For Leaving, which will be
used in the Vacate Report.

e = R Click in the Move-Out Date field to change the date of

Facility: Empower Storage Customer Name: Scott Mendez Unit:A27 the move-out
L -

Move-Out Options

Click on the down arrow in the Reason For Leaving box

Customer: Scott Mendez E Calculate j m to select from a list of pre-defined vacate decisions

Unit: A27 Rate: $200.00 Move-Out Date:  1/7/2013 . ) . .
Reason For ‘ Add additional Fees, Discounts, Services or Deposits
Lewviog

241, it Moving Out Of Area
Balance: $241.00 Deposit: $0.00 to the account
Feet] [Discounts|Services] € Applied To Contract
Adin Fou $1000(4ad) - (_/_WI__ After clicking on the Calculate button, all items relating
Aikctorsree $5000(6} to this move-in will be listed under Current Transactions
Centified Latter Fee $5.00|Add) . . .
2 < The Current Transactions section will show the amount
urrent Transactions < N
Monthiy: 12/13/2012 (53550) of rent due or rent credit for the move-out as well as any

additional fees or discounts that were applied

The Past Due section shows all charges that were
assessed and not paid

Total: (§35.50)

Past Due = =
12/13/2012 Monthly: 2012-12-14 $200.00
12/18/2012 Late Fee $10.00
12/23/2012 Pre-Lien Fee $10.00
1/2/2013 Certified Letter Fee $5.00
1/2/2013 Lien Fee i S}&P?

bk 4% The Summary section lists all individual transaction
totals and shows the total due

Summary .

Rent Due: $164.50 Merchandise: $0.00
Discounts: $0.00 Insurance: $0.00
Fees Due: $41.00 Taxes Due: $0.00
Deposit Due: $0.00 Total Due: $205.50

‘ |  Previous | Next Finish

Move-Out Accept Payment Screen
Select the payment type by clicking on the appropriate payment type check box.

The payment amount that was calculated in the billing screen will be automatically entered into the payment screen.
If the payment is different than the calculated amount due, enter the ACTUAL payment being received into the
Cash Received field (for cash payments), Check Amount (for check payments), or Amount field (for credit or debit
card payments).

If the payment amount is higher than the amount due on cash payments, an Over Payment box will appear allowing
you to select how you would like to handle the overpayment; the options are:

Apply As Prepaid; Where the money in excess of the amount due, will be applied as a credit balance on the account.
Give Change Back; Where the money in excess of the amount due, can be given back to the customer.

Move-Out D@ | o | 5
Facility: Empower Storage Customer Name: Scott Mendez Unit:A27
I Accept Payment
Cash
Check
Select Prior Card: | 4327 XXXXXXXX 1726 ~ [ Clear 7] Credit Card
Card Number: Expiration Date (MMYY): 1011 Debit Card
e 4327..1726 cvv. 242
Name On Card: JULIA L SMITH Bill Zip 92562
Billing Address Approval Code:
Phone [7] Automatically Charge Future Rent Amount: $205.50
Scan Scan Scan ) = il
Card Cord Card 7 Ponl L
Payment Summary Cash: $0.00
Check: $000f
Credit: $205.50
[Total Amount Due: $205.50 Debit: $0.00(
Total Payment: $205.50|
Balance: 50.00
Previous Firish
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Reservation
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Placing a unit on hold (Reserved) causes Storage Commander to change the units color on the site map from Green
(\Vacant) to Purple (Reserved). You can take a reservation deposit at the time the unit is reserved which Storage
Commander will credit back when the customer moves into the unit. Reserved units are tracked in the Unit
Occupancy report but are not classified as rented units. A unit can be removed from a reserved status and all
deposits returned to the customer, applied to other units or retained by the facility.

The reservation process is much the same as the move-in process, as the procedures and screens for entering the
customer information are almost identical. The only difference between two processes is that setting up a
reservation requires you to enter a “Planned Move-In Date” rather than a “Move-In Date”.

Other differences are that you cannot assign recurring Fees, Discounts, or Services to a reservation.
If you require a reservation deposit you must assign a Billing Plan to the reservation that includes a reservation

deposit (billing plans are created in the Configuration Manager).

To reserve a unit click on the Reservations button in the tool bar, select the unit to be reserved from the list of
available units, select the Customer tab to open the customer information screen. If no additional information is
required, you can skip to the Billing Detail tab to enter the Planned Move-In Date.

Starting the Reservation Process
After the unit / RV space has been selected the next step is to enter the Customer Information. This conststs of the
customers name, address, telephone numer and other information that can be used to contact the customer.
Fill in the customer information fields as required using the Tab key or mouse to move from field to field.

Customer Tab

Click on the Billing Detail tab
to enter the Planned Move-In
Date.

Click on the New buttons to
add addresses and phone
numbers to the account

<

If the driver license ID conforms to the
AAMVA standard, and you have installed
an id scanner, a button showing the
installed scanner will appear. Click on this
button to scan the id and have the
customers address information
automatically entered into the move-in
screen

Entering a Planned Move-In Date & Reservation Deposit
From the Billing Detail screen enter the intended move-in date into the Planned Move-In Date field.

If a reservation deposit is required you must select a Billing Plan that includes a reservation deposit.

Reseration

Facilty: Emporwer Storage

Click on the Billing Detail tab

N\

Accept Payment

Customer Name: Phill Wazelneck

5] o )

Unit:A21

Enter the Planned Move-In Date

52500

T— Select a Billing Plane that includes a

reservation deposit
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Customers can be transferred from their current unit to another unit through the Site Map by Right clicking on their
unit and selecting Details | Activities | Transfer. You can also initiate a transfer from the Activities pull down

menu, or through the Quick View and Customer / Units screens.

Click Transfer Button in the Button Bar, to open the Transfer
Window come up.

Search for the person you are transferring. You have the
option to search by unit number, customer name, and
customer phone number.

Once the customer has been located in the list, click on the
customers name to Select (highlight) the customer. Click Next
to proceed.

Select the Unit that you wish to transfer the customer to. Once
selected the Unit will become highlighted. Click Next to
Proceed.

In the Transfer Options screen click on the Calculate button to
generate the total due for this transfer.

The Current Transactions section shows the prorated amount
for the new unit, and the credit from the previous unit.

Click Finish to complete the Transfer.

8 Transfer Window E=]f=]
Contracts | Select Unit | Transfer Options |
Search For:
SearchIn: Unit Number Customer Name Shone
Mame Unit Phone Status Move-In
JIM FORRESTER B17 (932)948-5658  DenyGateAcce 4/1/2011
JILLIAN JONES €24 (882) 282-2282  Current 4/20/2011
JOY MENDEZ €30 (8877737373 Current 4/18/2011
Julie Smith D12 (909) 838-3882  QualifyForAuct 3/10/2011
Sam Johnson D15 (1231231231 Current 4/5/2011
Alan Jackson D16 (618)383-8383  Current 4/1/2011
JOJO JUMPING 6 (838)383-8383 Overlocked  4/8/2011
Transfer Window = | O )
Contracts | Select Unit | Transfer Options
Rental Units [TT) Search:
DE Size:10X 20 Type:StorsgeUinit “ | Filter Units
Floor: Has Vehiclesho [ Type
|Available ition: Reacy Raterss0.00
D13 Sizer10X 20 TyperstorzgeUnit [ Condition
Floor: Has VehiclesMo
|Avsilable  Condition:Rescy Rate:580.00
D14 Sizes10 X 20 TypeiSoragelinic . [ size
= e veraere =
|Available  Conditiond{SZas] RaterS80.00
Attributes
D18 Sizer10 X 20 TypesSioragelnic [ Climate Contral
Floor: Has Vehicieo [C] Drive Up Access
|Available ition: Reacy Rate:580.00
D20 Sizes10 X 20 TypesStoragelnic
Floor: Has VehiclesMo
‘Available Condition: Ready Rate:380.00

B8 Transter Window [e&@]=]
Contracts | Select Unit | Transfer Options
Current Contract New Unit
Marme: JOY MENDEZ
Unit: C30 Unit: D17
Rate: §100.00 Rate:  $100.00
[ree] Dmcoun]senvss] Applied To Contract
§5.00| m “
s200(pad)_|
Lock Cut 51000(add ~
~Current Transactions
Monthly: 6/2/2011 515463
Monthly: 5/1/2011 (855.93)
Total: $98.70
~Past Due
‘ 5/18/2011 Monthly: 5/18/2011 $100.00
Total: $100.00
~Summary
Rent Due: $198.70 Merchandise: 5000
Discounts: $0.00 Insurance: 5000
Fees Dus: $0.00 Taxes Due: 5000
Deposit Due: 50.00 Total Due: $198.70
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Merchandise items, such as Boxes, locks, Shipping Tape, Bobble Wrap... can be inventoried and sold directly
through a customer account, or through the Merchandise button in the tool bar for non-customers (street sales).

When a merchandise item is sold, it is removed from inventory decrementing the inventory count for the item sold.
Reports within the Storage Commander program will itemize merchandise sales activity and generate re-order

reports when inventory items reach a pre-defined re-order level.

Selling Merchandise -Street Sales-
Click on the Merchandise button in the tool bar.

Select the item to be sold. Click on the Add to Cart, to place the

selected item into the Shopping Cart
(Note, The quantity of an item can be increased or decreased by clicking on the up
arrow (to increase) or down arrow (to decrease) located next to the Qty In Cart for

the selected item).
Click Next to Proceed to the Accept Payment screen.

From the Accept Payment screen select the payment type (in this
example we will use Cash). Once you check the box the total
amount due appears in the Cash Received box.

Click Finish to complete the transaction and proceed to the print
receipt window.

In the Receipt Window click Open to view the a copy of the
receipt.

Click Print to print a copy of the receipt.

Once the documents have finished printing. Click Close to exit.

erchandise | Accept Payment

Hems

~ Boxes
~ Locks
Disc Lock

~ Shipping Supplies
Snopping Cart
Disc Lock

UPC: 12345

Locks

Merchandise Cost

Is Tax Exempt

Qtyln Cart: 1

I —
[ e

upC: 12345
Qty On Hand: 16

Amount: $995 Discounts ‘

12 |Delete

UPC Code: Acd Toar]

Count:1

Count: 1

Amount: $995

Accept Payment

Cash Received: $10.72

Debit Card
Payment Summary Cash: 1073
Check: so:j
Credit: 5000
otal Amount Due: $10.72 Debit: $0.
Total Payment: sw.:;
e 5000
[ pevos Finsh
E& Receipt Window [a][@] =]
Receipt
<4 Print
[ Open
E-Mail Address:
= | Bl Save To Customer Account
Close |
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Selling Merchandise -Through a Customer Account

Selling merchandise while in a customer account has the
added advantage of recording the merchandise sale in the
customers history, providing you the ability of reviewing
what merchandise items have been purchased by the
customer as well as when they were purchased.

Merchandise sales can be included during a rent payment by
clicking on the Merchandise tab in the Payment window.
Select the merchandise items using the same method as
described in the “Selling Merchandise Street Sales”.

When the merchandise items have been selected, proceed
through the Payment Options and Accept Payment, screens to
complete the rent payment and merchandise sale.

Payment: JERRY BOONE - 132

=B

Facility: Empower Software

[ Contracts | Merchandise | Payment Options | Accept Payment

Customer Name: JERRY BOONE

Unit:132

UPC Code:
Items

|adaTocan]

v Locks

~ ' Moving Supplies

Count:2 .

Count:3 —

Box Knife
UPC: 2323534345 Amount: $2.75

Qty On Hand: 10

Cost:$0.50
Qtyln Cart: 1

\:‘
U
\ Add To Cart

-

Shopping Cart

| Box Knife

UPC: 2323534345 Amount: $2.75

(>12) Delete|

Moving Supplies  QtyIn Cart: 1

Discounts |Clear

( -

Merchandise Cost

SubTotal:
Discounts:

$275
$0.00
Tax: $0.22

Total: §2.97

| previous H Next ‘

Selling merchandise through a customer account without charging rent
This procedure only applies to customers who are current (account balance is $0.00)
In the Payment Options screen set the Number Of Payments to 0

Select the Merchandise tab and proceed to add merchandise to the sales transaction as referenced above.

Adding a Discount to a merchandise sale

Once an merchandise item has been added to the shopping
cart, click on the Discounts pull down menu bar and select
the appropriate discount item from the list. Once a discount
has been selected it will be added to the merchandise
transaction and displayed in the Merchandise Cost section
at the bottom of the payment screen.

Receiving Merchandise

To receive inventory in to a facility click on the Activities pull
down menu item located in the top task bar, and select
Merchandise / Receive Inventory.

Select the merchandise item(s) that you are receiving into
inventory.

Click on the Add To Inventory button and enter the number
of items into the Qty In Cart box.

Click on the OK button to complete the process.

Merchandise Window

=

Merchandise | Accept Payment |
Ure Cole (Btdio o]
Items
v Boxes Count:3 *
v Facility Service Count: 1 L_
~ Locks Count: 2 ‘
Disk Lock
UPC: 22224 Amount: §7.00 ¥
Cost:$0.50 ’ i
Qty On Hand: 14 QtyIn Cart: 1 .
Shopping Cart
Disk Lock
UPC: 22224 Amount: $7.00 Diicounil IC‘@"
Locks QtylnCart: 1 (¥a) [Delete| 10% Merchandise Discount ¥
Military Discount
10% Merchandise Discount
Merchandise Cost SubTotal: $7.00
Discounts: ($0.70)
[T]1s Tax Exempt Tax: $0.50
Total: $6.80
Next I
Receive Merchandise [E=EEER)
UPC Code: |Add To Cane|
Items
~ | Boxes Count:3 *
Large Box -
UPC: 1212121 Amount: $2.00 3 |
u S S50 Add To Inventory |
Qty On Hand: 250 QtyIn Cart: 1 -
Medium Box
UPC: 1212122 Amount: $1.50 : $0.2
e 020 Add To Inventory|
Qty On Hand: 150 Qty In Cart: 100 -
Shopping Cart
Medium Box

UPC: 1212122 Amount: $1.50

Boves QtylnCart: 100 (¥1=) [Delete|

Large Box

UPC: 1212121 Amount: $2.00

QtyInCart: 100 (¥(a) [Delete|

Boxes

[ ok ][ cancel
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Adjusting Inventory

To make adjustments to inventory levels click on the
Activities pull down menu located in the top task bar, and
select Merchandise / Adjust Inventory.

Select the merchandise item to be adjusted, and click on the
Add To Inventory button for that item.

In the Qty In Cart field inter the number needed for the
adjustment. Entering a number to increase the inventory
level and select Found Inventory, or enter a number
proceeded with a minus sign (-) to decrease the inventory
level and select Lost Inventory.

Enter an explanation in the Explanation field.

Adjust Merchandise

ol

[E=NEER )

UPC Code:
Items

(Ada To can

~ Boxes Count:3 *
Large Box Z
UPC: 1212121 Amount: $2.00 1
h Cost: $2500 3T Tventanl
Qty On Hand: 250 Qty In Cart: -50 =
Shopping Cart S
Large Box
UPC: 1212121 Amount: $2.00
Boxes QtylnCart: -50 (=a) [Delete|

Explanation: Pulled 50 Large Boxes from inventory due to water damage

© LostInventory () Found Inventory
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Account Adjustments
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The adjustment function allows changes to be made against balances on a customer account.

Adjustments can be initiated through the button bar by clicking on the Adjustments button, or by right clicking on a
customers name and selecting Details | Activities | Adjustment.

Once an account has been selected the Adjustment screen will open. From here you will see a list of all account
types that have a current balance ($0 balances on account items will not be included in the Past Due Items list).

Adjustment Types
Adjustments are broken down into two types of adjustments, Past Due Items and Account Adjustments.

Adjustment =) 2|
i Contracts‘ Details
Contract Info
Customer Name: MARIE BRYAN Next Charge: 5/28/2014
Unit: 95 Rate: $120.00
Paid Through: 4/27/2014 Current Balance: $149.95
ot
To reduce the balance Past Due Items
on past due items Select || Storage & RV: 4/28/2014 $108.00 Adjustment Amount: ($8.00)
’
the item and enter the —= [] Burglary ($1,000 @ 50%): 4/28/2014 $6.95 Adjustment Amount:
offset amount into the [Cltate $10,00 Adjustment Amount:
COrI’eSpOnding field. ["| Preliminary Lien $25.00 Adjustment Amount:

——

Total: $149.95
T Account Adjustment

To increase a balance to i Account:

an account item, select '
the item and enter the —=
amount of adjustment Other
into the Adjustment

. New Balance: $141.95
Amount field -

Gave Mr. Bryan an additional $8 off of his rent because of the problem he was having with the
Explanation: door to his unit.

Previous ‘ ‘ Finish

Past Due Items

Past Due adjustments allow the reduction of all or a portion of the balance against the past due item selected in the
list. Adjustments made against past due items are restricted to reducing the balance of the selected item only. You
cannot enter an amount that results in the balance changing from a balance due to a credit balance. In addition you
cannot enter a value that increases the amount due in this section of the adjustment screen. Go to the Account
Adjustment section if you need to post an adjustment to an account that will increase the amount due

Account Adjustments

The Account Adjustments section of the adjustments screen allow global adjustments to be made on Rent, Tax,
Deposit & Insurance balances. To increase the balance to any of these categories, select the category and enter the
amount of the increase in the Adjustment Amount field.

The New Balance will automatically update indicating the result of all adjustments.
Enter an explanation for the adjustment and click on the Finish button to complete the adjustment
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Processing Returned Checks
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Initiating a returned check will cause Storage Commander to charge back to the customer account all items that
were paid against the check being processed. When the returned check process has been completed, the customer
account will be updated showing the charge backs, they will be placed in the appropriate late status, and their
account history will be updated. The returned check activity will be recorded in the Facility Summary report.

Opening the Returned Check screen

The Returned Check process can be initiated by
clicking on the Activities pull down menu, or by
clicking on the Returned Check button in the Button
Bar.

Once selected, the Check Information screen will
appear. Enter the search information, or if you have
one of the approved check scanners, scan the check to
proceed to the Check Payment screen.

The Check Payment screen will show the details of the
check being returned. If the check was initially
processed using the Multipurpose scanner
multipurpose scanner, you will be able to see an image
of the front and back of the check. If you click on the
image, you can view or print an enlarged copy of the
check

Once you have verified that you are processing the
correct check, click on the Next button to proceed to
the Confirmation screen.

Once again verify that the correct check is being
processed as a returned check. Click on the Finish
button to complete the process.

Check Nbr: 1323

Payment Date: 1/12/2013 11:43 AM Account: 1234567

warm

Next ‘

Previous

1on SToRAGE

WA ZINGR 7RO

[y

PN 96530008 s voo

Lirons Daciony 202 —— T 0 p R
umon

_NONMEGOTIABLE 0O NOT CASH

e

b2dmLShme 1323
[ Pt [ Close
e

Returned Check (o ][ ) S
Check Information |
Enter The Check Information
Check Number: 1323
Scan Account Number:
Check
— Routing Number:
Scan 1
Check
Search...
Net | | Finsh
[ Returned Check (i B[ o | E i)
| Check Payments ;| C
Select A Check Payment
Name: Frank Schelling Unit: A3 Amount: §105.00

Finish

Returned Check

[EE =

ts | Confirmation

Contract Details
Unit: A3
Balance: $0.00
Overlock Status: RemoveOverlock

Delinquecy: Current

Check Details

Check Number: 1323

Account Number: 1234567
Routing Number: 123456780

Previous ‘

Name: Frank Schelling

Phone: (619) 882-7765

Bank Number: 55-95/212

Amount: $105.00

Account Class: Personal
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The Auction cycle is determined by the settings in the auction late step, which is setup in the Configuration

Manager program. Once a customer is qualified for auction their unit will be listed in the Quick View screen under

Late or Past Due Contracts, the Site Map will also indicate that they are in auction by changing their unit color to
and including them in the Auction button in the legend bar.

Selecting Customer for Auction

Click on the Auctions button in the tool bar, or click on the Activities pull down menu and select Manage Auctions,
to open the Scheduled Auctions window. This window will display a list of auctions that are already scheduled.
To add a new customer to the auction schedule, click on the Select Contracts button at the lower left corner of this
window. A list of customers that qualify for auction and are not currently scheduled for auction will appear.

Select the customer(s) that you will be scheduling for auction, enter the Auction Date, add any additional auction
Fee, and select the auction Notice.

When completed click on the OK button to print the Auction Notice

Auctions “Di & ] E@}é
Customers that have ~ Scheduled Auctions Reprint Auction
already been scheduled for ~Js = = > —— Notice
. Auction Date: 1/31/2013 Overlocked: AddOverlock Paid Through: 12/14/2012 Print Notice.. |
auction Al —————
Name: Scott Goodmen Delinquency Status: Auction Cance! Auction.. |

[~ cancel Auction
Click on the Select “
Contracts to select new

customers for auction

=‘1 Select Contra(!s,.z Close
Auction Ready 0o [ B e S
Paid Through:12/14/2012 Status: QualifyForAuction B

l s NameManiLowHomaday Balance:$296.00 Phone:(951) 672-6257

Select customer Paid Through:12/14/2012 Status: QualifyForAucti

. al rough: atus: Qualr orAuction
from list 44 i e ooy dohnson Balance:$296.00 Phone:(951) 672-6257
Enter Auction Date, 1 n

additional f_ee’ a”‘_’ Auction Date:  1/31/2013 ~ Fee: |Auction Fee $50.00  |(ciear] Notice: |Auction Notice v |[crear]
select auction notice — S e e T
[_ox J[ cance |

Reprint Auction Notice
Click on the Auctions button in the tool bar, or click on the Activities pull down menu and select Manage Auctions,
to open the Scheduled Auctions window. Locate the customer in the list and click on the Print Notice button’

Cancel a Scheduled Auction

Click on the Auctions button in the tool bar, or click on the Activities pull down menu and select Manage Auctions,
to open the Scheduled Auctions window. Locate the customer in the list and click on the

Cancel Auction button’
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The Rate Change function allows rental rates to be increased or decreased based on the size of the units, unit
attributes, move-in date, last rate change, and location. In addition rate changes can be set to affect a single unit or
a range of units, and can be configured to occur on a specific date, or automatically apply after a preset duration
(annual rate change). Customers that are affected by the rate change but have pre-paid for their storage unit, can be
exempt from the rate change until their pre-paid credit has expired.

Creating a rate change is a two-step process, wherein the details of the rate change are entered in the first step
(Create Changes) and the units/customers who will be associated with the rate change will be selected in the second
step (Apply Changes).

The rate change function only applies to rental units that are occupied. Changing the rate of unoccupied units is
done in the Configuration Manager under Company Setup / Facilities / Rental Units / Unit Size / Rates. The unit price
entered into this section will be considered the Master Default Rate for that unit size and configuration. Whenever a
unit is vacated the rate for the unit will return to this rate.

A detailed explanation of the two steps involved is explained below.

Setup Rate Change

From the button bar click on the Rate Change button, you can also click on the Activities pull down menu and
select Rate Change, to start the rate change setup process.

Create Changes
The first step in creating a rate change is to enter the details of the rate change. These would include:
Naming the rate change Name the rate change

Entering a Category name This will allow you to see rate changes broken down by category in the rate
change report

Entering the Amount of the rate change

Enter the amount of the rate change into the Amount field. The amount can be set to Add (+) or Subtract (-) to the customers

rental rate.

As a Percentage of the current rate Increase or decrease rental rate as a percentage of rent
As a fixed dollar amount Increase or decrease rental rates by a fixed dollar amount.
Assigning the rate as a new amount The dollar value entered into this field will become the new rental rate.
Not To Exceed value (Cap Rate) Will prevent the rate change from exceeding the dollar amount entered into this
field.
Rate Changes o @B R
Create Changes | Apply Changes | View Pending Rate Changes | S—
~ Annual Rate Change Count:1 || New.. |
(10X 20 Annual Rate Change 500% e
[ B8l Rate Change Details =ET) (oo

T&@ Rate Change

Name: [L0 X 20 Annual Rate Change

Category: Annual Rate Change
o Percent Not To Exceed:| $0.00
Amount: 5.000 % () o phiokicesd §
Fixed Assign As New Amount.

Options: || Prorate Prepaid Accounts | | Round Amount [| Don't Exceed Base Rate

Notice: (] Print Notice Notice: |Rate Change Notice ¥ DaysBefore: 14 3 Copies: 1

(V|Recuring  Start 12+ Periods After, Recurring Each | 12+ Periods.

[ ok [ concet

Generate
Notices
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Options

Prorate Prepaid Accounts

Used to configure the rate change to Prorate Prepaid Accounts. This function will charge the new rate on all units
associated with the rate change. If some of the units have a pre-paid balance at the time of the rate change, the unit will be
charged at the new amount at the time the rate change is activated. If this option is not selected, pre-paid units will remain

at the old rate until their pre-paid balance has expired

Round Amount

Select to fix rental rates to a whole dollar amount (only used on percent based rate changes)

Don’t Exceed Base Rate

Will not allow the rate to exceed the base rate (Master Default Rate) of the unit.

Notice

Select to print notice (X) days prior to the effective date of the rate change

Setting up Recurring Rate Changes

To configure a rate change to automatically apply to selected accounts at predetermined time intervals (every 12
months), select Recurring and enter the number of months before the rate change is to go into effect, into the
Start field. Enter the time duration between auto rate changes into the Recurring Each Periods field.

For example: To create a recurring rate change that goes into effect 12 month after the move-in and reapplies itself every
12 months, enter the number 12 into the Start field and the number 12 into the Recurring Each Periods field.

Apply Changes

The second and final step in the rate change process is to assign the rate change to a customer/contract. The rate
change process allows you to configure the rate change so as to have it apply to customers/contracts based on a

very specific set of conditions.

k8 Rate Changes
€] g

| Create Changes | Apply Changes | View Pending Rate Changes |

Facility: | Empower Software

Rate Change To Apply: ﬂlg X 10 Rate Increase

$3.00

Match Criteria:

© Before

S M ¥l 3/31/2014 b
love In /31/2 Ao
Search Contracts ‘ o Before
7 |lastChange (]ll| 5/27/2014 After

Size: (10X 20

Rate
Building:

Floor:

Attributes: |[] Campground [ Cell Tower [”] Climate Controlled [”| Container Storage [ ] Drive Up Access [ | Handicap Access

Matching Units: | [¥] Name: JANEL BARRETT

Rate: $120.00 Last:

[[¥] Name: PHILL D. CONNER

Rate: $120.00 Last:

‘ Add Contracts... ‘

ApplyToUnits: | Apply | Effective Date: 6/30/2014 ~

Notices

’ Generate ‘

==

)
B
—_—
Unit: 90 | Dmﬂsmi
Unit: 93 "betails.‘.f
Select All| [Cleae Al [Remove Al

Close

Assigning Customers to a Rate Change

Start by clicking on the Apply Changes tab to match customers up to a specific rate change, you must first select the
rate change that was developed through the Create Changes function discussed previously. In the Rate Changes To
Apply field click on the down arrow to open a list of available rate changes. Select one of the rate changes from the
list. After a rate change has been selected the next step would be to setup the Match Criteria
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Match Criteria

The rate change feature allows you to use the computer to locate customers who are occupying a specific unit
configuration

Size Click on the down arrow in the Size field to open a list of all available unit sizes

Rate Enter a base value into the Rate field to qualify the rate change to occur on rental rates above or
below the value entered into this field.

Move In Set the rate change to only apply to customers who moved in Before or After the date entered into
this field

Last Change Limits the rate change to affect only customers who’s last rate change was before or after the date
indicated in this field.

Building Enter a building id to assign the rate change to units within a specified building

Floor Enter a floor id to assign the rate change to units within a specified floor

Attributes Constrain the rate change to units supporting specific attributes

After the Match Criteria has been entered, click on the Search Contracts to populate the Matching Units with the
customers/contracts that fall within the rate change parameters
Manually adding customers to a rate change

Additional customers can be manually added to the rate change by clicking on the Add Contracts button to display
a list of all customers. Select a customer from within this list. To select more than one customer at a time, hold the
Ctrl down while clicking on customers in the list.

It is important to know that manually adding customers to the rate change allows you to add customers that do not
fall within the parameters that were setup for this rate change.

Effective Date

Enter the implementation date for the rate change

Apply To Units
Click on the Apply button to apply and save the rate change.

Page 44 Storage Commander V5 Facility Management Manual



Running End Of Day

Running end of day initiates many processes within the Storage Commander program, which include; charging
——

> 2 @ = u L 118 g = 2 v wu & -

Move In Move Out Payment NSF Check Transfer Adjustments Resend End (Of Da}f ports Documents Auctions Rate Change Merchandise Calendar Contacts

rent, initiating Auto Credit Card & ACH payments, Late Notices, Late Fees, Report Groups, as well as system level
routines.

The advanced functionality built in to our end of day processes allow you to run end of day while using the Storage
Commander Management system. In other words you can start the end of day process, let it run in the background
while you continue to take payments, move-in, move-out, or any other management function while the end of day is
running.

When starting Storage Commander the program will automatically detect if the end of day routine is up to date. If
it detects that the Storage Commander system is not up to date it will display a message box similar to the example
below informing you that the facilities management system is not current and has not been current for the number
of days indicated within the message box. If this occurs you will be asked to bring the management system current
leaving the current day open (this will allow rent to be charged, late steps/fees to be assessed, auto credit cards to be
charged, invoices to be printed/emailed as well as all other end of day functions to be processed as of the day prior
to the day this processes (End Of Day) was initiated.

If you select the second option (Close all outstanding days, including today). Once again, this will initiate all end
of day process with a posting date of the current system date.

( A
End-Of-Day Warning o | 5|l

Empower Software

Bring the faC“ity up to date USing the It has been 1 days since the End-Of-Day processing was performed.
previous days date as the posting date. \ Would you like to process End-Of-Day now?
S

L9 Close all outstanding days, including today.

© Bring the program current, but do not close for today.

Bring the facility up to date using the/

current date as the posting date. | RuneOD || Cancel |

U J

When you click on the End Of Day icon in the tool bar the program will look to see if there are any outstanding
actions in the systems To Do list. If it detects that there are action items that need to be reviewed prior to closing
the facility a message box will be displayed allowing you to interrupt the end of day process so that you can review
the action items.

r N
Storage Commander &J

There are tasks pending in the "To-Do" list. Would you like to view this

| . 2D
o ' list before continuing?

Yes No Cancel
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Starting End Of Day

To start the End Of Day process click on the End Of Day icon in the End Of Day Processing
tool bar. The program will automatically select the Windows
default printer and let you know if it is Ready or Off-Line. If you
would rather use a different printer, click on the Select button and Bepost St | se s ]

Rezdy

select a printer from the list of available printers. ([ Sec ]| cacoll

Process The End-Of-Day Now?

Printing Notices

During the end of day process, notices (such as: late notices and invoices) are generated and passed to the Pending
Documents folder where you can review and select the documents prior to printing or emailing.

Notices will remain in the Pending Documents folder until they are processed or cleared from the list. You can
review and reprint any notice that has been generated over the past 30 days (even if the document or notice has
been processed) by clicking on the Show Last 30 Days check box located at the bottom of the Pending Documents
screen.

Selecting Notices to Print, Email or Clear from the list
To select individual customers click on the check box adjacent to the customer name.

To select all customers attached to a specific notice, click on the check box next to the notice.

r Pending Documents =REC X |
Date Customer Unit Emailed Printed

~) [C] Auction Notice Count:4
[C] 9/5/2014 EARL JARAMILLO 181 Mo Emzil No
8/5/2014 HATTIE BRODE 4 Mo Emzil  No
8/5/2014 MARILYM BEASLEY 80 Mo Emzil  No
[C] 9/5/2014 MARIE BRYAN a5 Mo Emzil  No
~) [[] commercial Late Notice Count: 3
[C] 9/5/2014 JACOB CAMACHO 129 Mo Email  No View
9/5/2014 Pinecrest Maoving 187 Mo Emzil - No View |
8/5/2014 BILLIE CLARK 86 Mo Emazil  No View

~ Invoice

8/22/2014CARMEN BURTON 10 Mo Email No
8/22/2014VICTORA COTTON 140 Mo Email  No
8/22/2014ANNA COLLIER 22 Mo Email  No
8/22/2014Y oung's Fresh Fish 9 No Mo
8/26/2014LINDA COTTRELL 61 Mo Email  No
8/26/2014TAYLOR DARLING 13 Mo Email Mo
8/26/2014EARL JARAMILLO 181 Mo Email No
8/26/2014MARIE BRYAN a5 Mo Email No
8/5/2014 JANMET CROCKER. 131 Mo Emzil  No
8/5/2014 MARILYN BEASLEY 80 Mo Emzil  No
8/5/2014 CHERYL MAY 64 Mo Emzil  No
9/5/2014 KELLY HOLCOMBE 137 Mo Emzil No
9/5/2014 BRIAMN PORTER 97 Mo Emzil No —

j Print Selected _. x{:Iear Selected| [C] Show Last 30 Days
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Creating a Contact

The Contacts feature allows Storage Commander to track potential customers who have contacted the facility and
expressed an interest in renting a space. Through this feature you can enter the customers contact information as
well as gather important information on how the customer located your facility and what their storage space needs
are. Once this information is entered into the system you can refer to the Marketing and Contact reports to help
guide you through more effective management of your facility.

ST I

R @D o= 2 0 m |

Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise | Comtacts F

To start this process click on the Contacts button in the tool bar. A contacts list box will open displaying a list of

open contacts.

To add a new contact click on the New button. Enter the customer information as represented on the screen.

Contacts Window

o [0 S

Ve

Customer Contact

Customer | Requested Unit | Contact Info I Notes/Comments

EMail:  wayn@noemail.com
Adddress: 2727 Rosebud Dr.

City, State, Zip:  Murrieta

Primary Phone Number:  (951) 672-6257

Customer Information

First Name: Wayr{ Last Name: Rogers SpeCIal NOte Enterlng the le

Is Military Military Status: | None

| code will automatically populate the
f City and State fields.

CA 92562 |1

[ ox J[ cancel |

Proceed to the Requested Unit tab and select the type and size and features of the unit the customer is looking for.

Contacts Window

[ESSEEy=)

Customer Contact

Click on the down arrow to open a
L list of Unit Types (such as standard

e
Customer | Requested Unit | Contact Info | Notes/Comments
Displays a list of features that P T
are available at the facility. ™~ [T Climate Controlied
This list is created in the A e p e
Configuration Manager under [ Handicap Access
Company Setup / Facilities / st

Facility Features

[Type: A/— . .
[standard storage = storage units, RV parking, Portable
Storage units etc....).

Unit types are created in the
Configurations Manager under
Company Setup / Rental Units / Unit
List / Edit Unit Types

Unit Size: {10 X 20

20000F |
ancel

The Contact Info screen allows you to record specific information concerning a potential customers storage
selection decisions as well as how the potential customer found out about your facility.

Contacts Window

‘Dt@é

Customer | Requested Unit | ContactInfo | Notes/Comments |

Customer Contact

Contact Event Information

Source: | Drive By

~| Status: |Open -

Contact Type: |Walkin

~| Outcome: |Scheduled for Facility Tour -

Contact Category: | Local Resident

Request Unit On:  5/31/2014

[¥] Set Appointment  Appointment Date:  5/30/2014 v

~| Closure Reason: [Location |

[¥] Contact Expires Expires On:  6/2/2014 -

[ ok ][ concel J

All of the fields in this screen have a down arrow located at the extreme right side of the field, click on this arrow to
open the selection list box for the field. The selections contained in each field can be edited or new selections can
be added through the Configuration Manager under Contact Data.
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New Inquiry

The New Inquiry screen allows the site manager to quickly locate a storage facility within a specific distance of a
customers location. This is especially useful for multi facilities owners or management companies, as the storage
facilities that are listed within the search radius are limited to company or managed properties.

Once a storage facility within the search radius is located, the Features, Available Units and Unit Types for the selected
storage facility are displayed.

When the customer information for the New Inquiry has been completed, and you have selected the Unit, Unit

Features, and Unit Size you can select to Move the customer in, Reserve the unit or add the customer to the New
Contacts list.

Enter the customers zip code, Select the Features, Unit Type,

followed by the driving radius to and Size of unit
locate all facilities storage
facilities within that radius.
N =
e L = [@ = A 1 # o

gk Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchaljise Calendar Contacts

e o)

Availsble Features & Eilter

Deah Gy e 0252 | Climate Controlled I Type : : i
o = | (B SmdaatE - A list of available units that
41605 Eim St Murriets,CA B N Lo —— meet the selected criteria
(951) 672-6257 \D*mW-h X 7] utiity ngmg 1 -/ WI” be dlsp|ayed

10X 20 /l

(empower Software Rate: s12000 &~
|82 83 84

Select how you would like
Customer |.Requested Unit ] ContactInfo ] Notes/Colpments to handle this customer

Customer Information

First Mame:  Robert Last Name:  Smith

Pringery Phone Number:  (951) 672-6257 Is Militalyy Military Status: None

ail:  rls@storagecommander.com

iddress: 30710 Centaur Court

Move In ‘

City, State, Zip:  Temecula CA [ piscara \‘

Available Rented Company LTSI Total Units Auction - Deny Access || Past Due Dirty
99 55 0 0 154 4 3 | 10 5 |
e —_—

Fill in the contact information Once the Customer Information
(address) has been filled in, click
on the Directions button to

create a turn by turn map that
can be emailed to the customer

\

= @ & & Roseoptons + B @ I

Reserve Unit

| | save As Contact

Drive 5.4 miles, 12 min

O 30710 Centaur Ct, Temecula, CA 92592

ake Southern Cross Rd to Margarita Rd

g

5 Agena Strums left and bezom o g
41605 Elm St 8\
I 4 Tunsight tostay on Souther Cross R
« Take the Tst left onto Margarita Rd \,

i
<1 Tum left onto Overland Dr 3 )

 Tum right onto Jefferson Ave

< Tum left onto Elm St
o

© 41605 Elm St

J!
1
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Calendar

The Calendar feature provides a powerful tool to help you run your facility. To open the calendar click on the

Calendar icon in the tool bar, or select the Calendar tab on the main screen.

3@ S R @ = A

1®

Move In Move Qut Payment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandig

i F

Calendar [tacts

The calendar is arranged so as to give you a quick view of events that have happened in previous months, the

current month or scheduled events for future months.

To move from the current month to a month in the past, click on the left arrow located at the top of the calendar, to
show future months click on the arrow located at the right of the calendar. To view events that are scheduled in the
month shown in the calendar page, or to view events that have already occurred, select the event you wish to view
from the list of calendar events located on the right side of the calendar window. Once you have selected the events
you will see them populated in the calendar. If you click on an event within a calendar day a list of customers that
are affected by the event will open allowing you to double click on a specific customer to open their detail page

Storage Commander o |lE)
File Activities View Help User: Tom Smith
= G == z
> T @ B J = = oA 19 W B o
Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts
Current Facility: Empower Software HESE
| site Map | Quick View | Customers / Units | Charts / Gauges | Calendar | New Inquiry |
‘ 4 May 2014 ‘ ) |View On Catendar
Sund Mond Tuesd Wednesd Thursd Frid Saturday, oo Reminders
unday onday uesday ednesday ursday riday aturday e Charges
|¥| Late Events
v) Late Step 4)|[] Statements
[7] Rate Changes
] Last End-Of-Day
0 ©) =0 0] 2] @) = [IMovedn
v ) Late Step (2)|(v) Late Step (73] v Late Step (@) V) Late Step (3)|!=) Move-Out
] Scheduled Move-Out
[F] Auctions
@ - = - - NE) ~ [ Retuned Check
vilsteSteo (@) vilateStep ()| (v)lasteStep  (1)|(v) LsteStep @| (v tetestep 3| (V) tatestep  ()|Reminders
) Add |
. S E— S — N — — N S — S — 7‘ 5/26/2014 Installing New|
@ - @) @) @ =e) =@ = |
v) Late Step @|(v) Late step @)|(~) Late Step @|(v) Late step @ |(¥) Late Step @] () Late Step @) |(v) Late Step
= -@ - - x
Vilstesteo  (3)|(v)Installing New (1) | (V) Late Step (3)] (V) LateStep (3) V) Projected Past [12) | (v) Projected Past 1(3)
<) Projected Rent (3)
I
‘ Hl
Avmlable u-mlabk- Company Total Units Auction - [Deny Access pm Due Dirty .
154 4 5
_ I I
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Adding a System Reminder

Storage Commander =8 =

File Activities View Help User: Tom Smith

@ S s OB EE = A M W B O

Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts

Current Facility: |Empower Software + [Retresn] [prine|
l\ Site Map I Quick View | Customers / Units I Charts / Gauges | Calendar ‘ New Inquiry ‘ - - ]
View On Calendar
K June 2014 D
— 2 = |¥] Reminders
Sunday Monday Tuesday Wednesday Thursday Friday . Saturday [4] Rent Charges
7 -
Late Events
V) Gate Maintenance (1) | [ v) Projected Past Due [} Statements
v Late Step {21) | (v ) Projected Rent Charg(2) [C] Rate Changes
[} Last End-Of-Day
= == [F] Move-In
E = =@ =& = =) Elios o
v ) Projected Rent Chargq1) | v | Projected Past Due (1)|! v Projected Past Due (3)| Vv, Projected Past Due (14)|(v ) Projected Past Due (3)|( Vv Projected Past Due (6) [¥] Scheduled Move-Out
v ) Projected Rent Chargi{1) | { v ) Projected Rent Charg(2) | | v ' Projected Rent Chargi(5) v | Projected Rent Charg(2) i?} Auctions
[] Returned Check
= = @ 2 = 2 @ 4 Reminders
) Projected Rent Charg{1) | () Projected Rent Chara(1}| (v ) Projected Rent Chara(1) | () Projected Rent Charai1) | () Projected Rent c.harg-u;l l ) Projected Past Due  (1)|_Add | Detete IDetai's!
6/6/2014 Gate Maintenar,
Event Details S = ;
=E) 4 , :
Event Title: Gate Maintenance
v ) Projected Past Due (1)| (V) Projected Rent Charg(2)
Message: Gate will be left open during business hours

29 a (30 -
Dates To Show Start: 6/6/2014 v End: 6/6/2014 v
v | Projected Rent Charg«(8) | | v | Projected Rent Chargy(3) R . Opelime
lecurring: ol
["] Urgent
OK ] Cancel

Available ULEVTELIES | Company LESVEVE Total Units Auction - \ Deny Access l Past Due
97 56 0 0 AL 154 6 16 g 11
E—

» Toadd a Reminder please follow the instructions included below
o Step 1: On the Calendar click the Add button under Reminders. The Event Details screen will
launch.

o Step 2: Enter the title under Event Title and the details about the Reminder, under the Message
Section.

o Step 3: Set the Date information under the Dates to Show section.

o Step 4: If the Reminder is recurring set how often it reoccurs under the Recurring Section.
Otherwise its best left set to OneTime.

o Step 6: If the Urgent box is checked a red exlamation point will appear next to the Reminder.
Click OK to create the Reminder.

o Step 7: Once you create the Reminder it should appear in the Reminders Section on the calendar.
o Step 8: To View the Reminder on the Calendar click Reminders, under View on Calendar

o Step 9: On the Calendar the Reminder should appear under the day it was set for. The Arrow next
to the title of the Reminder can be clicked to expand for more information.

o Step 10: To add or remove information from the Reminder, double click on highlighted title. This
will launch the Event Details screen, and allow editing of the Reminder.

Page 50 Storage Commander V5 Facility Management Manual



Reports

All reports are accessed from the Tool Bar by clicking on the Reports button.

S

> % @

B
|
wiw

e feports
P @ E

Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Of

Reports

P

= 4 1@

B B O

cuments Auctions Rate Change Merchandise Calendar Contacts

Once the Reports function has been selected the reports management window will open. From this window you
can open and view reports by selecting the appropriate category and clicking on the View button associated with
the report. Any number of reports can be opened at one time, when you select a report a tab will appear at the top
of the reports window signifying the report has been opened.
Some of the more advanced features include: Ability to generate any report in the system against a facility
customer rather than the entire facility. Span reports across multiple facilities. Perform a data search within a
report. Export reports to different file formats, such as PDF, Excel, CSV as well as many other file formats.

Reports are broken down

by category. Click onthe |
appropriate category to

open a list of reports
contained in the category

Report Groups (created in
the Configuration Manager
under Accounting /
Reports) contain selected
reports to be managed
under a group name for
automatic generation
covering a pre-determined
date range.

Reports can be generated
spanning one or more
facilities.

Reports can be generated

Report Groups
/' Accounting

Reports

ESEe)

v Accounting

~ Analysis
Cash Audit

* | Faciity Summary - Monthly [J | Economic Occupancy - Summary [ | Payment Actiity [J | Economic Occupancy - Detail [ | Unit Audit

AYSTAL REPORTS*

Econ

Economic Occupancy - Summary

Occupancy - Detail

Faciity Summary - Monthly
Length Of Stay
Unit

ty Summary
Unit Area Income Analysis

HHHAEH

Unit Audit

v Contact

v Contract

v Insurance
~/ Marketing

Daiky Closing
Month-End
Week-End
Facilities

Empower Software

SSBLBEERBINBRISHABBRNESES O

SEERZERBERES

Unit Charge Audit
Byt

21,2014 10 June 16,2014

to reflect a single customer
by clicking on the Selected
Contact button and
selecting the customer.

Select the date range to be
used in generating the
reports. Use Other if you
need the reports to cover a
specific date range.

——

Click on the Export
button to export and
save the report to a
different file format.

Click on the Print button
to print the report

™ The Tabs will show all

reports that are
currently open

To quickly find a
customer in a multi-
page report, click on
the Find Text icon and
enter the name of the
customer

Click on the Forward
and Back buttons to
move through a multi-
page report
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Documents Feature

[ 1

o @ 5 o8 £ B @ 42 ) 0 @ @ o

Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Of Day Rep tions Rate Change Merchandise Calendar Contacts

Cocuments

All document that have been automatically generated through the Storage Commander program will be displayed in
the Pending Documents window. When opened this window will list all documents that have been generated
from the last time End Of Day was ran, and are considered active notices. To see all documents that have been
generated over the past 30 days, click on the Show Last 30 Days selection box (located at the bottom of the
Pending Documents window).

All documents are arranged by category, selecting the check box to the left of the category name will select all
documents under that category, whereas selecting the check box next to an individual’s name within a category will
limit the selection to only individuals whom you have placed a check mark in their selection box

Once the selection process has been completed you have the option of Printing the selected documents, Emailing
the selected documents, or Clearing all selected customers.

Viewing Documents & Notices

Click on the View button to open the document using you pdf reader. You do not need to select a document to
view it.

Printing Documents & Notices

Referencing the information above, when printing selected customer documents, once the document is printed it
will be removed from the active document list. To see or to reprint the document using the Documents feature,
click on the Show Last 30 Days

Email Documents & Notices
Emailing documents works in much the same was as printing documents, wherein you select the customer you wish
to email documents to, once selected click on the Email Selected button to initiate the email process.

Pending Documents = | B S
Date Customer Unit Emailed Printed

L "] commercial Contract Count:5 °
Select All in Category / [[17/19/2014J5 Auto Sales 114 No View |
L. g [ 7/19/2014BILLIE CLARK 86 Yes View ‘
Select Individual / [C] 7/19/2014JACOB CAMACHO 129 Yes View |

] 7/20/2014Pinecrest Moving 187 NoEmail  Yas View |-
[C1 742772014 Young's Fresh Fish 9 Yes No View ‘
~) [ Invoice Count: 7
[7] 8/15/2014CARMEN BURTON 10 No Yes View |
[C] 8/15/2014TAYLOR DARLING 13 NoEmail  Yes View ‘
[ 8/15/2014ANNA COLLIER 22 No Yes View |
[C] 8/15/2014 HATTIE BRODE 4 No Yes View ‘
[£] 8/15/2014VICTORA COTTON 140 Yes Yes View ‘
[C1 8/15/2014Young's Fresh Fish 9 No Yes View ‘
[C] 8/15/2014 MARIE BRYAN 95 No Yes View ‘
& Late Notice Count: 3
8/15/2014 Lotmen Fencing and Supplies 113 No No View ‘
8/15/20145ILVIA ). AGUIRRE 60 No No View ‘

8/15/2014)JANEL BARRETT 80 Na No View ‘ .

[_j Print SEIEdEd| I =4 Email samed‘ [)('mearsaenm| ‘ Show Last 30 Days Close ‘
v i

/V
Open new window showing all

documents generated during
last 30 days

A red No Email notice signifies no email address has been entered into the customer account information. To add
an email address to a customer account go the Contacts Details screen for the customer and select the Customer
button, when the customer information screen opens , enter the email address in the Email field.
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Generating Documents & Notices

The Generate Documents function allows you to generate documents outside the normal process of automatically
creating and printing the documents in the program. For instance, through the Generate Documents functions you
can create an Invoice for a customer at any time without waiting for the normal invoicing cycle, you could also use
the same process to generate a late notice, NSF notice or even create a letter for mass mailing or emailing to all or
part of your active and/or inactive customers.

Manually Generate a Notice

To manually generate a notice (such as late notice, invoice, auction, or other notices), click on the Activities pull
down menu item and select Generate Documents. This will open the Generate Notices Window, select the
customer by locating the customer in the Contacts column. Once the customer (or customers) have been selected
locate the notice to be generated from the Notices column. You can preview the notice by clicking on the
Generate Notice button and selecting View located to the right of the customer name. To print or email the notice
select the customer by clicking on the check box next to the customer name followed by selecting the appropriate
Print or Email button at the bottom of the screen

Customer selection column Notice selection column
File | Activities | View Help GEHE% Notices Window / [=[®] =
= P t
=- @ Paymen | Contracts Notices >
Mo D Moveln [] 1 Susans Deli 1| = - || Eer
By (L@ 4 HATTIE BRODE Commercial Late Motice I
Cu 23 Transfer || 6 THELMA CAMPBELL Late Motice £
Site | 9 Young's Fresh Fish £| | Lien Notice
- Adjustment . . o
i[ ! ("] 10 CARMEN BURTON Pre-Lien Notice
=1 e e || 13 TAYLOR DARLING (’“""'_“ )
PPl = S 14 MITTIE P. BERTHIAUME o
- & [Receipt )
Url #& Manage Auctions 15 Sam Sampson e
90 Schedule Move-Out g 21 DEBRA CAMPBELL INSF I
22 ANNA COLLIER
Pa Merchandise b Returned Check Notice =l
8 [ 30 BRANDI BEARTWELL Partial Payment oyl
Nd @ Rate Change || 52 RANDY JOHNSON : :
Partial Payment Notice
9/ Setup Existing Contract ["] 53 HAROLD BRAY e ]
Ra Reset Gate Interface || 54 GEORGE BARNS Auction Notice
1
d Generate Dacuments & LEEOTETD Insurance Expiration ]
ﬁ [] 58 MAUD MONTGOMERY e
; 220) 672-1140 || 10 X 20
Select Include Inactive | 22 | g 60 SILVIA ). AGUIRRE [Letter B
. - roweloDate: Access Code! 61 LINDA COTTRELL - P " " " |
to add inactive (moved- AT ——y Fachity NotfficationNotios
out) customers to the list o CALIFORNIA e [P L nchude inactive[seect ] [cesr ]
- ‘-HO A
s Generate
- V% Notices Close
g - | JU |

Click on the Generate Notices
button to open the Generate

Documents print selection Click here to pre-view the

screen e — =} document
Date Customer Unit Emailed  Printed
[C]9/3/2014  HATTIE BRODE 4 Mo Email No View
9/3/2014  Young's Fresh Fish 9 No No View |
[C19/3/2014  MITTIE P. BERTHIAUME 14 Mo Email No View |
print Selectedl = [select Al [Clear Al
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Creating and Printing Letters

Letters can be created and delivered to your customer base as an email or as a printed letter. You have complete
control over who gets the letter (all or any number of customers). You can direct the letter to active customers, as
well as inactive customers (tenants who have moved out) or both.

Creating Letters

A letter can be created within Storage Commander through our integrated word processor or by using Microsoft
Word to create the letter. If you choose to use Microsoft Word to draft the letter, you will need to import the letter
after it is drafted into the integrated word processor in Storage Commander to add any merge fields into the
document. For instructions on how to create letters and notices through our integrated word processor, please refer
to the Configuration Manager manual under the section “Notices”

Selecting Customers
From the Activities pull down menu, select Generate Documents to open the Generate Notices Window. From

File | Activities | View Help

Generate Notices Window = | B | S|
- @ Payment !
- Contracts Notices 3 f §> i‘
e Moveln 1 Susans Deli Move In Contract )l | £ d
Moy T T e ions Rate Change Merchandise Calendar Contacts
g Move Out 6 THELMA CAMPBELL Military Contract
cu 9 Young's Fresh Fish Standard Contract
Transf 10 CARMEN BURTON | Late )
fanster e =| | Commercial Late Notice
Site | Late Notice

14 MITTIE P. BERTHIAUME
21 DEBRA CAMPBELL

Lien Notice

& Adjustment

Pre-Lien Notice

. Returned Check{MSF)

{{ Charge An Account

22 ANNA COLLIER

30 BRANDI BEARTWELL
52 RANDY JOHNSON
53 HAROLD BRAY

&  Manage Auctions

54 GEORGE BARNS
57 JEREMY ANTONIO

Invoice

Invoice

Receipt

Receipt

INSF

Returned Check Notice

|Partial Payment

7| Schedule Move-Out B kY
50 SILVIA ). AGUIRRE ;ni-l Payment Notice
Pa 0 61 LINDA COTTRELL uction ?t d d s t
@ Merchandise » 51 LINDA COTTRELL o e a” a" o"age
\?:I Rate Chan e 64 CHERYL MAY
E 13 9 66 ANNIE A, ARCHER L':::m Addentum
o r
10 Setup Existing Contract ;’: ;a’;“l_':v‘::"‘z'::" Repaving Notice
Ra Reset Gate Interface i natve ) seece ] [ceme ] 60 62 66 68 70
= Gen
Generate Documents Nu;f’: oo
X10 I 1 I I ]

this window you can select individual Contacts (Customers) or you can click on the Select All button to select all
customers in the list. Next you will select the Letter category from the Notices column and select the appropriate
letter from this category. When the letter and customers have been selected click on the Generate Notices button
to create the letters and move them to the Generated Documents window.

r Generated Documents l = 5 ﬂh1
Date Customer Unit Emailed  Printed
9/24/2014 Susans Deli 1 No Emai No View |
9/24/2014 HATTIE BRODE 4 Mo Emai No View | E
9/24/2014 THELMA CAMPBELL 6 Mo Emai No View |
8/24/2014 Young's Fresh Fish 9 No No View |
9/24/2014 CARMEN BURTON 10 Mo Emai No View |
9/24/2014 TAYLOR DARLING 13 Mo Emai No View |
9/24/2014 MITTIE P. BERTHIAUME 14 Mo Emai No View |
9/24/2014 DEBRA CAMPBELL 21 Mo Emai No View |
9/24/2014 ANNA COLLIER 22 Mo Emai No View | .
= 1
j Print Selected| _'] Clear AII| Close |

5 S

Select the customers to print or email the letter to, or click on the Select All button to select all of the customers in
the list. You can preview the letter prior to printing or emailing by clicking on the View button for a specific
customer.

When you are ready to print or email the letter, click on the appropriate button at the bottom of the screen.
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